
Bucket 269.2 - Records of the Office of General Counsel 

Bucket N~•' N~•' Title 
Series 

269 2 010 Significant Legal 
Records 

269 2 020 Site Register and 
Acquisition 
Records 

269 2 031 Litigation Case 
Files 

N ew Descnptiou 

This series includes official Opinions of the Office of 
General Counsel, and litigation case files relating to 
matters designated as significant by the General Counsel 
Office and related records 

Official file containing copies of title records for real 
property under the Agency's administrative jurisdiction, 
unrecorded documents that may affect the use of the 
property, policies of title insurance, and related records 
Official files may include survey information, drawings 
and legislative materials Also included are records of 
legal services provided in connection with the acquisition, 
by purchase, condemnation, or otherwise, of interests in 
real property other than leasehold interests and related 
records Also included are litigation case flies for eminent 

This series includes official case files of the Office of 
General Counsel in matters litigated before all cousts and 
commissions, the Government Accountability Office 
(GAO), the Civilian Board of Contract Appeals, Merit 
Systems Protection Board, Equal Employment 
Opportunity Commission, and other fora, not including 
eminent domain litigation or other litigation matters related 

to property This series also includes OGC assistance 
records related to the Department of Justice in matters 
litigated in court Such case files include, Contract 
Disputes Act and Transportation cases. Personnel and 
Labor cases, bid protest cases, Regnlatory Cases, and court 
litigation and other proceedings (FTCA, Environmental, 

This group provides documentation and disposition instructions for records created while providing legal counsel, advice, suggestions, and 
assistance to services and staff offices to assist them in accomplishing their missions and program responsibilities These records are created in 
carrying out functions assigned in the GSA Organization Manual (OHR P 5440 1), and authority descnbed in the GSA Directive Office of 
General Counsel Legal Review (ADM 5000 4B - Novemher 14, 2014) "OGC, as defmed in par 3d of this Order, is the sole and exclusive 

authorized provider of legal services. re\!"iew and advice to agency persomel in the course of agency operations, except for the Office of 
Inspector General (OIG), Civilian Board of Contract Appeals (CBCA), and as designated by the General Counsel or otherwise provided by 
statute Agency officials may rely upon the advice of counsel on legal issues, but are responsible for other aspects of decisions, including the 
exercise of sound business and policy judgment .. 

N ew Disposition 

Permanent Cut off at the end of the 
fiscal year of final action (decision or 
settlement) Transfer to NARA 7 years 
after cutoff p 

Old GSA 
Number 

IOA055a 

Old 
Disposition 
Autlron·f), 

Old Amrotated Description 

NCI-269-79- Litigation records Documents related to litigation by or against 
0 I the Government resulting from sales, claims, torts, contracts, 

foreclosures, actions against GSA officials (personal judgments), 
criminal actions, titles to real property. and similar matters 
Included are statements of claims, documentary evidence, copies 
of condemnation or foreclosure proceedings and decisions, list of 
witnesses, supporting documents, correspondence, and related 
records a Cased designated as significant by the General 

Old Disposition 

Permanent Cut off at end of 
fiscal year following closure of 
case by authority of the General 
Counsel or disposition by court 
action Hold 2 years and retire to 
FRC Transfer to NARA in 5-year 
blocks 7 years after cutoff of 

latest record block 

Permanent Retain in OGC until 
disposal If property is transferred, 
transfer site register to the other agency 
upon transfer of administrative 
urisdiction Cut off at the end of the 

fiscal year that property is conveyed out 
of federal ownership Transfer 7 years 
after cutoff 

IOA080 NCI-269-79- Site register Documents relating to the acquisition of sites for Disposable Destroy on transfer 

Temporary Cut off at the end of the 
fiscal year Destroy 7 years after cutoff 

p 

T 

IOA036a 

IOA060 

IOA035 

01 Federal buildings Most of the papers maintained in these files are or disposal of site 
copies of documents filed in the title record jackets Documents 
include deeds of conveyance, site selection documents. studies and 
other papers. revocable licenses, permits, easements, citations of 
pertinent authorizations, legislative authorizations, drawings, 
plans, documents reflecting condemnation proceedings, and 
related records 

Nl-269-87-11 Protests to Comptroller General Documents relating to bidders 
and contractor protests to the Comptroller General on solicitation 
issued or contracts entered into by GSA Included are General 
Accounting Office requests for reports on the protests, 
administrative reports, and related records a Litigation pending 

NCI-269-29-1 Mistake in bid cases Documents reflecting administrative 
determinations and actions taken with respect to resolving 
mistakes in bids These files include copies of in·vitations to bid, 

bid tabulations, bids containing alleged mistakes, statements of 
bidders and supporting data, recommendations of regional 
counse~ records of approval and disapproval as to legal 
sufficiency as determined by General Counsel or Comptroller 
General, and related records 

Disposable Cut off at end of 
fiscal year Destroy I year after 
cutoff or when litigation has 

terminated, whichever is later 

Temporary Cut off at end of 
fiscal year following final 
determination of case, hold 2 
years and retire to FRC Destroy 
7 years after cutoff 

NCI-269-79- Appeal cases Documents accumulated as a result of representing Temporary Cut off at end of 
0 I GSA in hearings hefore the GSA Board of Contract Appeals on fiscal year following decision on 

contractor appeas of decisions of contracting officers and officials the appeal Hold 2 years and 
Included are copies of decisions, opinions, or reports made by the retire to FRC Destroy 7 years 
Board; statements of fact; briefs; supplementary decisions or 
amendments; and related records 

after cutoff 



Bucket N~•' N~•' Title 
Series 

269 2 032 Legal Assistance 
Records 

New Descn'ptiou New Disposition 

This series contains records related to provision of legal Temporary Cut off at the end of the 
services on matters other than those specifically designated fiscal )"ear when the service was 
elsewhere These records include services to GSA and rendered Destroy 7 years after cutoff 
other agencies or commissions, reviews, legal advice, 
representation records, personnel legal assistance records, 
legal opinions on FOIA requests, Privacy Act, and OIG 
matters Records may include advice pertaining to 
suspension and debarment, procurement, appropriations, 
ethics, public buildings, law enforcement, and the 
Inspector General Act, as amended as well as personnel 
issues generally and FOIA and Privacy Act issues that do 
not relate to a specific request. and related records 

Old GSA 
TJp• 

Number 

IOA040a 

IOA040b 

IOA040c 

IOA055b 

IOA065 

IOA045 

T 

IOA050 

Old 
Disposition 
Autlron·ty 

NCI-269-79-
01 

NCI-269-79-
01 

NCI-269-79-
01 

Old Amrotated Description 

Claim cases Documents relating to claims by or against the 
Government resulting from personal injury, property damage, 
abandoned or unclaimed property, acquisition and disposal of 
personal and real property, delinquent accounts, and other 
business transactions of GSA a Settled claims 
Claim cases Documents relating to claims by or against the 
Government resulting from personal injury, property damage, 
abandoned or unclaimed property, acquisition and disposal of 
personal and real property, delinquent accounts, and other 
business transactions of GSA b Disallowed claims 
Claim cases Documents relating to claims by or against the 
Government resulting from personal injury, property damage, 
abandoned or unclaimed property, acquisition and disposal of 
personal and real property, delinquent accounts, and other 
business transactions of GSA c Delinquent GSA accounts 
Documents relating to claims by or against the Government 
resulting from delinquent accounts of GSA 

NCI-269-79- Litigation records Documents related to litigation by or against 
0 I the Government resulting from sales, claims, torts, contracts, 

foreclosures, actions against GSA officials (personal judgments), 
criminal actions, titles to real property. and similar matters 
Included are statements of claims, documentary evidence, copies 
of condemnation or foreclosure proceedings and decisions, list of 

witnesses, supporting documents, correspondence, and related 
records b Other cases 

Old Disposition 

Temporary Cut off at end of 
fiscal year after settlement; hold 2 
years and retire to FRC Destroy 
6 years after cutoff 

Temporary Cut off at end of 
fiscal year after disallowance; 
hold 2 years and retire to FRC 
Destroy 7 years after cutoff 

Temporary Cut off at end of 
fiscal year after settlement of 
account Destroy I year after 
cutoff 

Temporary Cut off at end of 
fiscal year following closure of 
case by authority of the General 
Counsel or disposition by court 
action Hold 2 years and retire to 
FRC Destroy 7 years after cutoff 

NCI-269-79- Patent cases Documents created in reviewing invention Temporary Cut off at end of 
0 I disclosures of employees and contractors to determine patenting. fiscal year following completion 

licensing. assignment. or other disposition action; investigating of action Hold 2 )"ears and retire 
and disposing of infringment allegations and claims; reviewing use to FRC Destroy 23 years after 
of contract clauses and actions concerning royalties; developing cutoff 
and providing information for use in patent infringement and 
interference litigation 

NCl-269-79- Freedom of Information Act (FOIA) records Documents 
01 accumulated in providing legal advice and assistance in 

implementing FOIA (5 US C 552) Included are requests for 
information, interpretations, copies of letters denying access to 
requested information, and similar records 

NCl-269-79- Legal assistance records Documents accumulated in providing 
01 legal ad•"ice and counsel to officials of GSA; Presidental 

Commissions, Committees, and Libraries; and other Federal 
agencies to assist them in accomplishing their missions and 
I program responsibilities 

Temporary Cut off at end of 
fiscal year, hold 3 years, and retire 
to FRC Destroy 6 years after 
cutoff 

Temporary Cut off at end of 
fiscal year, hold 3 years, and retire 
to FRC Destroy 6 years after 
cutoff 



Bucket N~•' N~•' Title 
Series 

New Descn'ptiou 

269 2 041 Ethics and This series contains records related to the collection and 
Fiuaucial management ofFiuaucial Disclosure Reports collected 
Disclosure Records from GSA employees, related reports, waivers and 

exceptions, opinions and review of requests for 
information in accordance with the Privacy Act (5 U S C 
552a(c) , Travel Review files, and related records 
associated with an ethics program 

New Disposition 

Temporary Cut off at the end fo the 
fiscal year after collection of the matter. 
issuance of an opinion. certificate. 
waiver or exception Destroy 7 years 
after cutoff 

T 

Old GSA 
Number 

IOA070 

IOA075 

lOC0 50 

Old 
Disposition 
Autlron·ty 

Old Amrotated Description 

NCI-269-79- PersolUlel action legal assistance records Documents 
0 I accumulated in rendering legal assistance to GSA officials on 

personnel actions. advising emplo)'-ees seeking redress of 
grievances or appealing alleged adverse perso1U1el actions, 
representing GSA in hearings on contested personnel actions. and 
similar matters 

NCI-269-84-1 Representation records Documents accumulated in representing 
GSA and other Government agencies in proceedings hefore 
Federal and State Regulatory agencies on communications, 
transportation, similar public utility services, or other matters 
Included are notices. petitions, briefs. verified statements, 
transcripts of hearings, written protests, statements relating to the 
I proceedings, and related records 

Old Disposition 

Temporary Cut off at end of 
fiscal year, hold 5 years and 
destroy 

Temporary Cut off at end of 
fiscal year following completion 
of case, hold 2 years and retire to 
FRC Destroy 7 years after cutoff 

Nl-2 69-05- Legal Advice Records accumulated in providing legal ad•"ice and Destroy I 0 years after file has 
001 counsel to the Inspector General and to OIG components These heen closed and follow up has 

flies include written legal advice, research, and supporting heen completed 
documents, as well as records generated in providing "informal" 

legalad•"ice Records may include advice pertaining to suspension 
and debarment, procurement, appropriations, ethics, public 
buildings, law enforcement, and the Inspector General Act as 
amended, as well as pers01U1el issues generally and FOIA and 
Privacy Act issues that do not relate to a specific request 

GRS 04 2/0 NC 1-64-77 -I Privacy Act accounting of disclosure flies Temporary Dispose of in 
accordance with the approved 
disposition instructions for the 
related subject individual's 
records, or 5 years after the 
disclosure for which the 
accountability was made. 
whichever is later 

121165 

121170 

121180 

121185 

121190 

item 27 Files maintained under the pro•"isions of 5 USC §552a(c) for an 
accurate accounting of the date. nature, and purpose of each 
disclosure of a record to any person or to another agency 
Includes: 

Nl-269-92-2 

Nl-269-92-
002 

• forms with the subject individual's name 
• records of the requester's name and address 

• explanations of the purpose for the request 
• date of disclosure 
• proof of subject indi\!"idual's consent 

Request to Inspect or Receive Copies of SF-278, Fiuaucial 
Disclosure Report (OPM Form 201) Documents containing 
reauests bv individuals to review the SF 278 
Ethics Opinions Information related to employees' or their 
supervisors' request for information on conflict of interest or 
standards of conduct matters Topics include conflicting financial 
interests, gratuities, outside employment, post-employment, and 
procurement integrity matters NOTE: These records are vital 
records (see ch 5-2, GSA Records Handbook) 

Temporary Cut off and destroy 6 
years after date of request 

Disposable Review at end of 
fiscal year; destroy when no 
longer needed 

Nl-269-92-2 Survey reports AlUlual documents flied with OGE on the state of Temporary Destroy 6 years after 
the agency's ethics program the report is forwarded to OGE 

Nl-269-92-2 Certificates ofDivestiture Documents collected under sec 1043 Temporary Destroy 6 years after 
of the Internal Revenue Code of 1986 and the Ethics Reform Act OGE issues Certificate 
of 1989, including implementing regulations permitting the 
issuance of a certificate of divestiture to an eligible person who is 
required to dispose of property to comply with conflict of interest 
requirements NOTE: These records are vital records (see ch 5-2, 
GSA Records Handbook) 

Nl-269-92-2 Exemptions and waivers Documents collected under sections Temporary Destroy 6 years after 
203(d), 205(e), and 208(b) of title 18, United States Code NOTE: waiver is issued 
These records are •"ita! records (see ch 5-2, GSA Records 
Handbook) 



B11cket N~•' N~•' Title New Descn'ptiou New Disposition Old 
Series TJp• 

Old GSA 
Disposition Old Amrotated Description Old Disposition 

Number Autlron·ty 

121195 Nl-269-92- Ethics program files Files pertaining to implemeoting the ethics Disposable Review at end of 
002 program This category does not apply to 9B30 reading files fiscal yeas; destroy wheo 

superseded or obsolete 

121200a Nl-269-92-2 Travel review files Documeots collected under 31 U S C sec Temporary Cut off at eod of 
1353, Governmentwide regulation, and internal GSA policy fiscal yeas after request filed with 
Included ase documents which determine whether tbe agency can tbe Special Counsel Destroy 6 
accept travel expenses from a non-Federal source a Documents yeass after cutoff 
not needed in an investigation 

121200b Nl-269-92-2 Travel review files Documeots collected under 31 U S C sec Maintain and destroy witb 

1353, Governmentwide regulation, and internal GSA policy inves tigatory case file 
Included ase documents which determine whether tbe agency can 
accept travel expenses from a non-Federal source b Documents 
needed in an investigation 

269 2 051 General Counsel This series contains records relating to the management of Temporary Cnt off at tbe eod oftbe IOCOOI Nl-2 69-05- JC Subject Files Correspondence, memoranda and documents Temporary Review annually, 
Program tbe Office of Geoeral Counsel Such records include fiscal yeas Destroy wheo superseded, 001 relating to geoerallegal services that, because of their nature, destroy superseded or obsolete 
Administrative correspondence, memoranda. and documents related to no longer needed for business reference. 

T 
catlllot logically be filed in one of the specific categories described records 

Records geoeral legal services which cannot be filed elsewhere in or 7 years after cutoff, whichever is in Ibis appendix 
Ibis schedule, poteotiallegal cases, summary and program sooner 
management reports and related records 

IOAOOI NC I-269-79- Geoeral Legal Subjects Correspondence, memoranda and Temporary Cut off at tbe eod of 
01 documeots relating to geoerallegal services which, because of tbe fiscal yeas, hold 2 yeass, and 

their nature, cannot logically be filed in one oftbe specific retire to FRC Destroy 6 yeass 
categories descnbed in this appeodix after cutoff 

IOA025 NC I-269-79- Potential Legal cases Documents relating to accidents , incidents, Temporary Cut off at tbe eod of 
01 conrats, actions, or other matters that, although not controversial, tbe fiscal yeas, hold 2 yeass, and 

may result in litigation, suit, claim, appeal, or otber proceeding retire to FRC Destroy 6 yeass 
\Vheo litigation, suite, claim, appeal or otber proceeding arises in after cutoff 
connection with a matter contined in this file, the pertinent 
documeots will be withdrawn and flied in tbe case flle for tbe 
litigation, claim, appeal or otber proceeding 

IOA036b Nl-269-87-1 1 Protests to Comptroller General Documeots relating to bidders Disposable Cnt off at eod of 
and contractor protests to the Comptroller General on solicitation fiscal yeas Destroy I yeas after 
issued or contracts entered into by GSA Included ase Geoeral cutoff 
Accounting Office requests for reports on the protests , 
administrative reports, and related records b No litigation 

lpeo~ 



Bucket 269.3 - Budget, Finance, and Contractor Management Records

Bucket
New 

Series

New Title New Description New Disposition
Type

Old GSA 
Number

Old 
Disposition 
Authority

Old Annotated Description Old Disposition

269 3 010 Budget Estimates 
and Justifications

Record copies of documents accumulated or created in preparing, 
reviewing, and coordinating the annual and supplemental budget 
estimates, budget guidelines, forecasts, mail and other common 
costs, published estimates, allowance letters, and justifications

Permanent   Cut off at the end of the fiscal 
year after publication   Transfer to NARA 
15 years after cutoff

P

08H001a      NC1-269-76-2 Budget forecasts   Documents created or accumulated in preparing, coordinating 
and approving annual and supplementary budgetary forecasts and in submitting 
them to the Office of Management and Budget (OMB)   Included are record 
copies of  published agencywide forecasts and summaries thereof, instructions 
regarding preparation of the forecasts, notifications of due dates, memorandums 
or other papers relating to internal hearings, resumes of OMB discussions, and 
related records   a    Published record copies   Published record copies of 
published agencywide forecasts and summaries thereof   

Temporary   Cut off at the end of the fiscal 
year, hold 3 years and retire to FRC   Destroy 
10 years after cutoff  

08H005a NC1-269-76-2 Budget estimates and justifications:  Record Copies   Record copies of 
documents accumulated or created in preparing, reviewing, and coordinating the 
annual and supplemental budget estimates, budget guidelines, mail and other 
common costs, published estimates, and allowance letters

Permanent   Cut off at the end of the fiscal 
year  Retire to FRC 3 years after cutoff   
Transfer to NARA 10 years after cutoff

269 3 020 Budget Digests

Documents reflecting, in digest form, a comprehensive history of 
appropriations; programs; obligations, expenditures, workload, 
performance, cost, and employment data, and similar information 
about annual and supplemental budgets (Budget digests are 
updated annual by page changes)

Permanent   Cut off at the end of the fiscal 
year for all changes made that year   
Preserve an annual digest of the changes   
Transfer annual digest to NARA 15 years 
after cutoff

P

08H065a    NC1-269-76-2 Budget digests   Documents reflecting, in digest form, a comprehensive history 
of appropriations; programs; obligations; expenditures; workload, performance, 
cost, and employment data; and similar information about annual and 
supplemental budgets   (Budget digests are updated annually by page changes )  
a   Record copies   

Permanent   Cut off revised pages in 5-year 
blocks, hold 5 years, and retire to FRC   
Transfer to NARA 10 years after cutoff

269 3 030 Accounting Reports

Financial and statistical reports received, reviewed, summarized, 
and maintained by the agency-wide office responsible for 
submitting budgets and reporting on obligations and expenditures   
This combined annual report is the record copy    

Permanent   Cut off at the end of the fiscal 
year after publication of the report   
Transfer to NARA 15 years after cutoff

P

08A025a  NC1-269-77-1 Accounting reports:   Copies of financial and statistical reports received, 
reviewed, summarized, and maintained by Central Office except report files 
described elsewhere in this chapter   a   Combined annual reports

Permanent   Cut off at the end of the fiscal 
year; hold 5 years and retire to FRC   Transfer 
to NARA 10 years after cutoff

269 3 041

Contractor 
Suspension and 
Debarment Case File 
Records

Information relating to investigation of (1) contractors and 
potential contractors for suspension or debarment from contracting 
with the Federal government and/or for exclusion from acting as 
individual sureties, and (2) participants for suspension or 
debarment from participating in certain types of Federal financial 
and non-financial assistance and benefits   Included are case files 
that generally contain a copy of the investigative report, 
indictments and/or convictions, other court documents, other 
documentation of the contractor’s actual or alleged wrongdoing, 
incorporation papers, suspension or debarment notices (including 
those received from other Federal agencies), and other related 
correspondence and records   Also included are System for Award 
Management (SAM) exclusion listings

Temporary    Cut off at the end of the 
fiscal year following decision on 
debarment or suspension   Destroy 6 years 
after cutoff

T

05B035a NC1-269-83-4 Contractor/participant debarment and suspension records   Information relating 
to investigation of (1) bidders and contractors for debarment or suspension from 
contracting with the Federal government and/or for exclusion from acting as 
individual sureties, and (2) participants for debarment or suspension from 
participating in certain types of Federal financial and non-financial assistance 
and benefits   Included are case files that generally contain a copy of the 
investigative report, indictments and/or convictions, incorporation papers, 
debarment or suspension notices (including those received from other Federal 
agencies), General Services Board of Contract Appeals (GSBCA) hearing files, 
and other general correspondence   Also included are the hardcopy versions of 
the Lists of Parties Excluded from Federal Procurement or Nonprocurement 
Programs (Lists) and related correspondence    a   Case Files   

Temporary   Cut off at the end of the fiscal 
year following decision on debarment or 
suspension;  destroy 6 years and 3 months 
after cutoff

269 3 042

Contractor 
Suspension and 
Debarment Record 
Resource Material

Feeder reports, correspondence, materials supporting the findings 
within the case file or reviewed for purposes of investigating 
parties for potential Suspension and Debarment Official action   
Included are memorandum and letter drafts, and related 
correspondence and records

Temporary   Cut off at the end of the 
fiscal year following decision on 
debarment or suspension   Destroy 6 years 
after cutoff

T

05B035b NC1-269-83-4 Contractor/participant debarment and suspension records  Contractor/participant 
debarment and suspension records   Information relating to investigation of (1) 
bidders and contractors for debarment or suspension from contracting with the 
Federal government and/or for exclusion from acting as individual sureties, and 
(2) participants for debarment or suspension from participating in certain types 
of Federal financial and non-financial assistance and benefits   Included are case 
files that generally contain a copy of the investigative report, indictments and/or 
convictions, incorporation papers, debarment or suspension notices (including 
those received from other Federal agencies), General Services Board of Contract 
Appeals (GSBCA) hearing files, and other general correspondence   Also 
included are the hardcopy versions of the Lists of Parties Excluded from Federal 
Procurement or Nonprocurement Programs (Lists) and related correspondence   
b   Working documents   

Disposable   Review at the end of the fiscal 
year; destroy when no longer needed

This record group is concerned with record series created and referenced in compiling, tracking, and reporting on the development of GSA’s annual budget and the case files created with regard to contractor 
suspension and debarments   Unlike the GRS schedule 5 on Budgeting, these records are kept longer for historical and business reference purposes   These record types address recordkeeping needs described 
in the OMB Circular A-11; Preparation, Submission, and Execution of the Budget (June 2015), Section 31 8   This schedule supersedes all previously GSA-scheduled items in this area not covered by 
NARA’s General Records Schedule



269.3  Budget, Finance, and Contractor Management Records 

 This record group is concerned with record series created and referenced in compiling, 

tracking, and reporting on the development of GSA’s annual budget and the case files 

created with regard to contractor suspension and debarments.  Unlike the GRS schedule 5 

on Budgeting, these records are kept longer for historical and business reference 

purposes.  These record types address recordkeeping needs described in the OMB 

Circular A-11; Preparation, Submission, and Execution of the Budget (June 2015), 

Section 31.8.  This schedule supersedes all previously GSA-scheduled items in this area 

not covered by NARA’s General Records Schedule. 

 269.3/010 – Budget Estimates and Justifications 

 Description:  Record copies of documents accumulated or created in preparing, 

reviewing, and coordinating the annual and supplemental budget estimates, 

forecasts, budget guidelines, mail and other common costs, published estimates, 

allowance letters, and justifications. 

Retention:  Permanent.  Cut off at the end of the fiscal year after publication.  

Transfer to NARA 15 years after cutoff. 

269.3/020 – Budget Digests 

Description:  Documents reflecting, in digest form, a comprehensive history of 

appropriations; programs; obligations, expenditures, workload, performance, cost, 

and employment data, and similar information about annual and supplemental 

budgets (Budget digests are updated annual by page changes). 

Retention:  Permanent.  Cut off at the end of the fiscal year for all changes made 

that year.  Preserve an annual digest of the changes.  Transfer annual digest to 

NARA 15 years after cutoff. 

269.3/030 – Accounting Reports  

Description:  Financial and statistical reports received, reviewed, summarized, 

and maintained by the agency-wide office responsible for submitting budgets and 

reporting on obligations and expenditures.  This combined annual report is the 

record copy.    

Retention:  Permanent.  Cut off at the end of the fiscal year after publication of 

the report.  Transfer to NARA 15 years after cutoff. 

269.3/041 – Contractor Suspension and Debarment Case File Records 



Description:  Information relating to investigation of (1) contractors and potential 

contractors for suspension or debarment from contracting with the Federal government 

and/or for exclusion from acting as individual sureties, and (2) participants for suspension 

or debarment from participating in certain types of Federal financial and non-financial 

assistance and benefits.  Included are case files that generally contain a copy of the 

investigative report, indictments and/or convictions, other court documents, other 

documentation of the contractor’s actual or alleged wrongdoing, incorporation papers, 

suspension or debarment notices (including those received from other Federal agencies), 

and other related correspondence and records.  Also included are System for Award 

Management (SAM) exclusion listings. 

Retention:  Temporary.   Cut off at the end of the fiscal year following decision on 

debarment or suspension.  Destroy 6 years after cutoff. 

260.3/042    Contractor Suspension and Debarment Record Resource Material 

Description:  Feeder reports, correspondence, materials supporting the findings within 

the case file or reviewed for purposes of investigating parties for potential Suspension 

and Debarment Official action.  Included are memorandum and letter drafts, and related 

correspondence and records. 

Retention:   Temporary.  Cut off at the end of the fiscal year following decision on 

debarment or suspension.  Destroy 6 years after cutoff. 

 

 



Bucket New Series New Title New Description New Disposition Type Old GSA 
Number

Old Disposition 
Authority Old Description Old Disposition

269 6 10 Presidential Transition 
Records

This series of records encompass all records concerned 
with GSA’s involvement with the transitions of U S  
Presidents and Vice Presidents and inaugural events in 
compliance with GSA Directive ADM 1080 1D - GSA 
Support for Eligible Presidential Candidates, Presidential 
Transition and Inaugural Events, the Presidential 
Transition Acts of 1963 (3 U S C  102) and 2000 (P L  
106-293), as amended, the Presidential Transition 
Effectiveness Act of 1988 (P L  100-398), The Pre-
Election Presidential Transition Act of 2010 (P L  111-
283), The Federal Property and Administrative Services 
Act of 1949, as amended (40 U S C  Sec  581e)   These 
records include:  correspondence, memorandums of 
understanding, agreements, inventories, financial 
estimates, justifications, budgets, accounting reports, 
copies of official reports to Congress, and other 
deliverables as described in the laws and directive listed 
above

Cut off 7 months after the 
Presidential Inauguration date or after 

last payment of obligated funds, 
whichever is later   Transfer to 
NARA 15 years after cutoff

P New Record.

269 6 20
Committee 

Management 
Secretariat Records

This series of records concerns those records maintained 
by the GSA Committee Management Secretariat for 
oversight purposes as described in GSA ADM P 
5420 40D CHGE 1   The records in this series differ from 
those in GRS 6 2 in that the records in this schedule 
pertain to the execution of FACA and Committee 
Oversight powers vested in the GSA Administrator thru 
the GSA Committee Management Secretariat in 
accordance with Executive Order 12024 (1977), and the 
Federal Advisory Committee Act, as amended (5 U S C  
App  1) (1973) and OMB Circular 135 (1994)   Included 
are the Annual Report on Committees to the President 
and any other reports to parties outside the agency as 
required and related records

Cut off at the end of the fiscal year 
that the report was published   
Transfer to NARA 15 years after 
cutoff  

P

11B005    NC1-269-84-02 President's Annual Report on Federal Advisory Committees file  
Documents created in reviewing agency submissions for the President's 
report to the Congress, and preparing the report and transmittal   Included 
are instructions to agencies, coordination and clearance files, 
Congressional correspondence, records on publishing the summary 
volume, and a copy of the summary volume

Permanent   Cut off annually, hold 4 
years, and offer to NARA in 4 year 
blocks

11B010 NC1-269-84-02 Annual review of federal advisory committee files   Documents for 
reviewing and making recommendations on agency submissions on 
individual advisory committees and on agency advisory committee 
management   Included are instructions to agencies; clearance files; 
reports, and correspondence

Permanent   Cut off annually, hold 4 
years, and offer to NARA in 4 year 
blocks

11B002a   NC1-269-84-2 Committee management records   Documents created in establishing, 
operating, and dissolving committees   Included are proposals, approvals, 
and disapprovals; charters; copies of directives establishing, changing, 
continuing, or dissolving committees; information reflecting the 
nomination, appointment, and relief of committee members; notices, 
agendas, minutes, and related records   a   Documents created in Office of 
the chairperson or secretariat, whichever is designated office of record in 
the establishing, operating, and dissolving committees   Included are 
proposals, approvals, and disapprovals; charters; copies of directives 
establishing, changing, continuing, or dissolving committees; information 
reflecting the nomination, appointment, and relief of committee members; 
notices, agendas, minutes, and related records

Permanent   Cut off at end of fiscal 
year; retire to FRC when no longer 
needed for current operations   
Transfer to NARA 10 years after 
cutoff

11B001 NC1-269-84-02 Committee management policy file   Documents relating to GSA's 
oversight responsibilities for implementing the Federal Advisory 
Committee Act (FACA), as amended, Pub  L  92-463, 5 U S C , App  
Included are directives, memorandums, to Federal agencies; reviews of 
legislation; Congressional correspondence, hearings and testimony,; GAO 
reports and related correspondence; Committee Management Secretariat 
studies and reports; reorganization and transition files; and policy and 
procedures files

Permanent   Cut off at the end of the 
fourth year after each Presidential 
administration, hold 4 years, and 
offer to NARA in 4 year blocks

11B020 NC1-269-84-02 Agency general case files   Documents from advisory committee, filed by 
agency   Included are transmittals of annual reports, transmittals of annual 
reviews, and related correspondence

Permanent   Cut off at the end of the 
fourth year after each Presidential 
administration, or cut off on the date 
when the agency's program or all its 
committees end, hold 4 years, and 
offer to NARA

This group of records is concerned with services that GSA performs for other agencies   Such services include Presidential and Vice-Presidential Transitions, Committee Management Secretariat 
Program Management, and managing regulation documents for all Federal Agencies such as the Federal Acquisitions Regulations (FAR), Federal Management Regulations (FMR), and the Federal 
Travel Regulations (FTR)   Also included are activities supporting developing new non-IT shared services with federal, state, and municipal agencies and compiling reports on behalf of the government 
agencies   The records in this group supersede any previously-scheduled GSA records

Bucket 269.6 - Professional Services To and With Other Agencies



Bucket New Series New Title New Description New Disposition Type Old GSA 
Number

Old Disposition 
Authority Old Description Old Disposition

269 6 21

Committee 
Management 

Secretariat Program 
Files

This series represents the Administrative activities of the 
Committee Management Secretariat office while carrying 
out the day to day responsibilities outlined in the orders 
and laws listed above   Included are instructions and 
procedures for Committees, collection and compilation of 
annual federal agency committee management plans, 
tracking reports on OMB committee goals, annual report 
development materials, correspondence, and related 
records

Cut off at the end of the fiscal year   
Destroy 6 years after cutoff T

11B002b NC1-269-80-2 Committee management records   Documents created in establishing, 
operating, and dissolving committees   Included are proposals, approvals, 
and disapprovals; charters; copies of directives establishing, changing, 
continuing, or dissolving committees; information reflecting the 
nomination, appointment, and relief of committee members; notices, 
agendas, minutes, and related records   b   Committee member copies   

Disposable   Cut off at end of fiscal 
year; destroy 2 years after cutoff

11B025 NC1-269-84-02 Presidential advisory committee case files   Documents filed by committee, 
on each Presidential Advisory Committee   Included are the charter, 
charing filing memorandums and transmittals, statutes and Executive 
Orders, and documents received or transmitted; e g , annual reports and 
annual reviews, reports to the President, follow-up reports to the 
Congress  and committee correspondence

Cut off at the end of the fourth year 
after each Presidential administration, 
or cut off on the date the committee 
ends, hold 4 years, and retire to FRC   
Destroy when 12 years old

11B030 NC1-269-84-02 Federal advisory committee case files   Documents on each non-
Presidential Federal Advisory Committee chartered under the Federal 
Advisory Committee Act   Included are the charter, charter filing 
memorandum and transmittals, copies of agency decisions statutes, and 
Executive Orders and documents received or transmitted, e g  annual 
reports and annual reviews, consultations for establishment, 
reestablishment  or renewal  and committee correspondence

Cut off at the end of the fourth year 
after each Presidential administration 
or cut off on the date the committee 
ends, hold 4 years, and retire to FRC   
Destroy when 12 years old

11B040a NN-172 223 Non-Federal advisory committee case files: Documents on committees 
created under GSA Order, Committee Management (ADM 5420 40D)   
(Documents filed are not subject to, or not established under, the Federal 
Advisory Committee Act (FACA))   Included are documents establishing 
continuing committees and disolving joint, interagency, intra-agency, and 
extra-governmental committees, including councils, boards, commissions, 
panels, and camparable groups   Included are proposals, approvals, 
charters, reports on the status of committees and related records   a   
Documents maintained by GSA office responsible for establishing 
continuing committees and dissolving joint, interagency, intra-agency, and 
extra-governmental committees, including councils, boards, commissions, 
panels, and comparable groups

Disposable   Cut off at end of fiscal 
year when the committee ends or if it 
is not approved   Destroy when no 
longer needed

11B040b  NN-172 223 Non-Federal advisory committee case files: Documents on committees 
created under GSA Order, Committee Management (ADM 5420 40D)   
(Documents filed are not subject to, or not established under, the Federal 
Advisory Committee Act (FACA))   Included are documents establishing 
continuing committees and disolving joint, interagency, intra-agency, and 
extra-governmental committees, including councils, boards, commissions, 
panels, and camparable groups   Included are proposals, approvals, 
charters, reports on the status of committees and related records   b   
Other offices

Disposable   Cut off at end of fiscal 
year when the committee ends or if it 
is not approved   Destroy 2 years 
after cutoff

15A130a N1-269-87-2 Metric system of measurement   Information relating to GSA's 
participation in meetings of the Interagency Committee on Metric Policy, 
the Executive Board of the Metrication Operating Committee, and the 
American National Metric Council   Included are approval decisions of 
interagency policy drafts and publications and annual reports of the 
Metrication Operation Committee   a   Record copies   Record copies of 
approval decisions of interagency policy drafts and publications and 
annual reports of the Metrication Operation Committee

Temporary   Cut off at end of fiscal 
year; destroy 5 years after cutoff

15A130b   N1-269-87-2 Metric system of measurement   Information relating to GSA's 
participation in meetings of the Interagency Committee on Metric Policy, 
the Executive Board of the Metrication Operating Committee, and the 
American National Metric Council   Included are approval decisions of 
interagency policy drafts and publications and annual reports of the 
Metrication Operation Committee   b   Copies and drafts   Nonrecord 
copies of approval decisions of interagency policy drafts and publications 
and annual reports of the Metrication Operation Committee

Disposable   Destroy when 
superseded or obsolete

11B002a NC1-269-84-02 Committee management secretariat administration and management file   
Documents on organizing, staffing, training, and administering the Office 
of the Secretariat   Included are GSA reports and briefings; personnel 
items; correspondence, forms, records management files; Committee 
Management Information System (CMIS) files; and annual meeting files

Destroy when superseded, or no 
longer needed



Bucket New Series New Title New Description New Disposition Type Old GSA 
Number

Old Disposition 
Authority Old Description Old Disposition

11B035  NC1-269-84-2 Advisory committee nonconcurrence recommendation; consultation 
withdrawal; and concurred-in but not-chartered committee case files   
Documents on each proposed advisory committee not chartered under the 
Federal Advisory Committee Act   Included are agency consultations; 
notices of agency withdrawals; letters of nonconcurrence and related 
correspondence

Temporary   Cut off at the end of the 
fiscal year, four years after each 
Presidential administration   Hold 4 
years, and retire to FRC   Destroy 12 
years after cutoff

269 6 30
Federal Agency 

Regulation Documents 
Case Files

This series is concerned with managing the Federal 
Regulations Manuals and other reports publicly managed 
as a standard used by federal agencies or compiled and 
published on behalf of all agencies   Such documents 
include, but are not limited to the Federal Management 
Regulations (FMR), the Federal Travel Regulations 
(FTR), and the Federal Acquisition Regulations (FAR) 
and the Federal Real and Personal Property report 
(FRPP)   Included are any reviews, reports, or case files 
on revisions, correspondence, research, analyses, findings 
and/or recommendations used to change these 
documents   Also included is an annual master copy 
(taken at the end of each fiscal year) as a record copy for 
that fiscal year

Cut off at the end of the fiscal year 
when the change is published   For 
master document record copies, cut 
off at the end of each fiscal year and 
retain a copy   Transfer to NARA 15 
years after cutoff

P

08A030a       NC1-269-77-1 Real property inventory reports   Governmentwide reports of real 
property owned by, leased by, or under the jurisdiction of, the U S  
Government   Included are agency reports and related records   a   Record 
copy

Permanent   Cut off at the end of the 
fiscal year; hold 2 years and retire to 
FRC   Transfer to NARA 10 years 
after cutoff

269 6 41
Interagency Agreement 

and Report 
Development Files

This series is focused on developing new services and 
arrangements for services with other federal, state, and 
municipal agencies as well as the feeder reports from 
those same agencies for purposes of compiling 
Governmentwide reports

Temporary   Cut off at the end of the 
fiscal year when the agreement is 
terminated or when the report is 
published   Destroy 3 years after 
cutoff   Longer retention is 
authorized if needed for business 
purposes

T

08A030c NC1-269-77-1 Real property inventory reports   Governmentwide reports of real 
property owned by, leased by, or under the jurisdiction of, the U S  
Government   Included are agency reports and related records   c   Agency 
reports and related papers

Disposable   Cut off at end of fiscal 
year;  destroy 1 year after cutoff

08H015  NC1-269-76-2 Budgetary agreements   Documents accumulated for supporting requests 
for funds to cover reimbursable or similar operations    Included are copies 
of agreements and related records

Temporary   Cut off at the end of the 
fiscal year   Destroy 3 years after 
cutoff

11A001a N1-269-87-004 Agreement documents and controls   Documents accumulated in 
controlling and reviewing agreements, memorandums of understanding, 
and similar records signed by representatives of GSA and of other Federal 
agencies and State or local governments   Included are control logs, sheets 
or registers: a reference set of signed agreements that pertain to 
committing resources, delineating responsibility, and related records   
Examples of agreements covered by this paragraph include (a) establishing 
standards under which management responsibility for common use 
commercial commodities is assigned to the Department of the Defense or 
GSA; (b) furnishing reimbursable design and construction, transportation, 
or communications services, and (c) assigning responsibility for handling 
riots or demonstrations   (Agreements with employee union, contracts, 
leases, easements, job orders, bills of sale, and purchase orders are not 
covered by these instructions )  a   Control logs, sheets or registers

Disposable   Destroy when 
superseded or obsolete   If there is a 
dispute, hold until dispute is settled

11A001b N1-269-87-004 Agreement documents and controls   Documents accumulated in 
controlling and reviewing agreements, memorandums of understanding, 
and similar records signed by representatives of GSA and of other Federal 
agencies and State or local governments   Included are control logs, sheets 
or registers: a reference set of signed agreements that pertain to 
committing resources, delineating responsibility, and related records   
Examples of agreements covered by this paragraph include (a) establishing 
standards under which management responsibility for common use 
commercial commodities is assigned to the Department of the Defense or 
GSA; (b) furnishing reimbursable design and construction, transportation, 
or communications services, and (c) assigning responsibility for handling 
riots or demonstrations   (Agreements with employee union, contracts, 
leases, easements, job orders, bills of sale, and purchase orders are not 
covered by these instructions )  b   Reference copies of agreements and 
related records

Disposable   Destroy when 
terminated, canceled, or superseded



269.6 –Professional Services to and with Other Agencies 

This group of records is concerned with services that GSA performs for other agencies.  Such 

services include Presidential and Vice-Presidential Transitions, Committee Management 

Secretariat Program Management, and managing regulation documents for all Federal Agencies 

such as the Federal Acquisitions Regulations (FAR), Federal Management Regulations (FMR), 

and the Federal Travel Regulations (FTR).  Also included are activities supporting developing 

new non-IT shared services with federal, state, and municipal agencies and compiling reports on 

behalf of the government agencies.  The records in this group supersede any previously-

scheduled GSA records. 

269.6/010 – Presidential Transition Records 

This series of records encompass all records concerned with GSA’s involvement with the 

transitions of U.S. Presidents and Vice Presidents and inaugural events in compliance 

with GSA Directive ADM 1080.1D - GSA Support for Eligible Presidential Candidates, 

Presidential Transition and Inaugural Events, the Presidential Transition Acts of 1963 (3 

U.S.C. 102) and 2000 (P.L. 106-293), as amended, the Presidential Transition 

Effectiveness Act of 1988 (P.L. 100-398), The Pre-Election Presidential Transition Act of 

2010 (P.L. 111-283), The Federal Property and Administrative Services Act of 1949, as 

amended (40 U.S.C. Sec. 581e).  These records include:  correspondence, memorandums 

of understanding, agreements, inventories, financial estimates, justifications, budgets, 

accounting reports, copies of official reports to Congress, and other deliverables as 

described in the laws and directive listed above. 

Permanent.  Cut off 7 months after the Presidential Inauguration date or after last 

payment of obligated funds, whichever is later.  Transfer to NARA 15 years after cutoff. 

269.6/020 – Committee Management Secretariat Records 

This series of records concerns those records maintained by the GSA Committee 

Management Secretariat for oversight purposes as described in GSA ADM P 5420.40D 

CHGE 1.  The records in this series differ from those in GRS 6.2 in that the records in 

this schedule pertain to the execution of FACA and Committee Oversight powers vested 

in the GSA Administrator thru the GSA Committee Management Secretariat in 

accordance with Executive Order 12024 (1977), and the Federal Advisory Committee 

Act, as amended (5 U.S.C. App. 1) (1973) and OMB Circular 135 (1994).  Included are 

the Annual Report on Committees to the President and any other reports to parties outside 

the agency as required and related records. 

Permanent.  Cut off at the end of the fiscal year that the report was published.  Transfer 

to NARA 15 years after cutoff.  



269.6/021 – Committee Management Secretariat Program Files 

This series represents the Administrative activities of the Committee Management 

Secretariat office while carrying out the day to day responsibilities outlined in the orders 

and laws listed above.  Included are instructions and procedures for Committees, 

collection and compilation of annual federal agency committee management plans, 

tracking reports on OMB committee goals, annual report development materials, 

correspondence, and related records. 

Temporary.  Cut off at the end of the fiscal year.  Destroy 6 years after cutoff. 

269.6/030 – Federal Agency Regulation Documents Case Files 

This series is concerned with managing the Federal Regulations Manuals and other 

reports publicly managed as a standard used by federal agencies or compiled and 

published on behalf of all agencies.  Such documents include, but are not limited to the 

Federal Management Regulations (FMR), the Federal Travel Regulations (FTR), and the 

Federal Acquisition Regulations (FAR) and the Federal Real and Personal Property 

report (FRPP).  Included are any reviews, reports, or case files on revisions, 

correspondence, research, analyses, findings and/or recommendations used to change 

these documents.  Also included is an annual master copy (taken at the end of each fiscal 

year) as a record copy for that fiscal year. 

Permanent.  Cut off at the end of the fiscal year when the change is published.  For 

master document record copies, cut off at the end of each fiscal year and retain a copy.  

Transfer to NARA 15 years after cutoff. 

269.6/041 – Interagency Agreement and Report Development Files 

This series is focused on developing new services and arrangements for services with 

other federal, state, and municipal agencies as well as the feeder reports from those same 

agencies for purposes of compiling Governmentwide reports. 

Temporary.  Cut off at the end of the fiscal year when the agreement is terminated or 

when the report is published.  Destroy 3 years after cutoff.  Longer retention is authorized 

if needed for business purposes. 



269.7 Internal Information Technology Services to GSA 

This group is concerned with agency IT support and administration activities not listed in 

the General Records Schedule or elsewhere in the GSA schedules.  Also included are 

records kept in compliance with IT Governance activities, FITARA, and Clinger-Cohen 

Act. 

269.7/011 – Information Technology Program Records 

This series is concerned with the administration of the internal agency IT 

program.  Such records include routine IT Acquisitions records concerning the 

purchasing, leasing, and licensing of software, hardware, equipment, and services.  

Also included are records not covered by any other series in either GSA or GRS 

schedules. 

Disposition:  Temporary.  Cut off at the end of the fiscal year.  Destroy 6 years 

after cutoff unless needed for business or reference purposes. 

269.7/021 – Information Technology Standards and Specification Records 

This series is concerned with standards, references, and specifications either 

created within the agency or referenced in IT contracts as a standard to measure 

performance against.  Included are standards and specifications from ISO, ANSI, 

or industrial and trade standards used.  Records collected in this collection are 

maintained for as long as they are referenced in active contracts, arrangements, 

agreements, or other related records.  

Disposition:  Temporary.  Cut off record at the end of the fiscal year after the last 

referencing record is closed.  Destroy 5 years after cutoff.  If this standard, 

reference, or specification is superseded, canceled, or no longer valid, destroy 5 

years after supersession or cancellation. 

 

(b) (6)



Bucket 269.7 - Internal Information Technology Services to GSA

Bucket New 
Series

New Title New Description New Disposition
Type

Old GSA 
Number

Old Disposition 
Authority

Old Annotated Description Old Disposition

269.7 011 Information Technology Support 
Program Records

This series is concerned with the administration of the internal agency IT 
program.  Such records include routine records concerning the 
purchasing, leasing, and licensing of software, hardware, equipment, and 
services.  This series is intended for use with small purchases in support of 
larger technology procurement and support services.  Also included are 
records not covered by any other series in either GSA or GRS schedules.

Temporary.  Cut off at the end of the fiscal year.  
Destroy 6 years after cutoff unless needed for 
business or reference purposes.

T

02D001  NC1-352-81-001 ADP acquisition case records.   Documents relating to planning for, selecting, evaluating, 
procuring, installing and reviewing the performance of automatic data processing equipment 
and major auxiliary items.  Included are preliminary designs, feasibility and application 
studies, system specifications and reports, manufacturers's proposals and evaluations, 
installation documents, readiness reviews and performance evaluations and related records.

Temporary.  Cut off at end of fiscal year following 
installation of equipment or system, or determination that 
equipment or system will not be installed; destroy 5 years 
after cutoff.

02D005   NC1-352-81-002 ADP equipment requests.  Documents resulting from the preparation of requirements for 
ADP equipment, accessories, and modifications.  Included are justifications, annual 
equipment rental requisitions, copies of maintenance contracts, discontinuing lease letters 
and related records.

Temporary.  Cut off at end of fiscal year; destroy 2 years 
after cutoff.

02D015   NC1-352-81-002 Invoice certification.  Records accumulated by data processing offices while reviewing, 
certifying and forwarding invoices to accounts payable and other documents related to 
billing for equipment leases and maintenance services.  Included are billable time reports, 
meter readings, additional-use authorizations, copies of vendor invoices, and related 
records.

Temporary.  Cut off at the end of the fiscal year; delete 4 
years after cutoff.

02D025  NC1-352-81-001 ADP supply records.  Documents created in specifying requirements for and to coordinate 
the procurement of tapes, punched cards, marginally punched custom-made forms, or 
comparable supplies.  Included are justifications and notifications for actions taken 
regarding tape procurement; annotated card, form listings; and related records.

Temporary.  Cut off at end of fiscal year; destroy 2 years 
after cutoff.

04D060a  NN-172-22 ADP Equipment Data System (ADPE/DS)   Inventory, manpower, and cost master files.  Temporary.  Cut off at end of fiscal year; delete 20 years 
after cutoff.

04D060b NN-172-22 ADP Equipment Data System (ADPE/DS)   Other files.  Temporary.  Cut off at end of fiscal year; delete 5 years after 
cutoff.

269.7 020
GSA-Designed Information 
Technology Standards and 
Specifications

This series addresses the GSA-designed or contracted standards or 
specifications that are published and used by GSA and other agencies.  
Such records include GSA Web Design Standards, FedRAMP standards, 
or other similar types of IT-related documents.  This record is only the 
final standard, not the supporting or developmental material used to create 
that standard.

Permanent.  Cut off at the end of each fiscal year 
and save a copy of the standard.  Transfer to NARA 
15 years after cutoff.  

If the standard or specification is discontinued, cut 
off record at the end of the fiscal year and transfer to 
NARA 15 years after cutoff.

P New Record Type

269.7 021
Non-GSA-Designed Information 
Technology Standards and 
Specifications

This series is concerned with standards, references, and specifications 
referenced in IT contracts as a standard to measure performance against.  
Included are standards and specifications from ISO, ANSI, or industrial 
and trade standards used.  Records collected in this collection are 
maintained for as long as they are referenced in active contracts, 
arrangements, agreements, or other related records. 

Temporary.  Cut off record at the end of the fiscal 
year after this standard, reference, or specification is 
superseded, canceled, or no longer valid, destroy 12 
years after cutoff. T

02D020   NC1-352-81-002 Technical information memorandums and dispatches.  Documents accumulated in preparing 
and issuing documents to report hardware and software problems, data processing system 
deficiencies, and data processing facts for inclusion and dissemination in published 
technical information memorandums.

Temporary.  Cut off at end of fiscal year; destroy 5 years 
after cutoff.

This group is concerned with agency IT support and administration activities not listed in the General Records Schedule or elsewhere in the GSA schedules.  Also included are records kept 
in compliance with IT Governance activities, FITARA, and Clinger-Cohen Act.  This schedule supersedes previous GSA schedules found in GSA Record Groups 352 and 172.



These records are created, referenced and maintained by many offices within GSA to supplement routine records found in the General Records Schedule They include 

Bucket 269.1 - Agency Administr ative Recor ds programmatic records (such as Committees, Legislative Review, and Audit Review) as well as detailed records (Communications, Security, and Program Management-related) 
The records in this group supersede all previously-approved GSA Schedules 

This group of records is concerned with the routine program records that are not listed in the General Records Schedule or have a 

Sub-bucket 269.11 - Program Management Records disposition different from that of the GRS This schedule supersedes all previous GSA-scheduled records where it does not 
conflict with the General Records Schedule 

S11b- New New Title N,.w D'.scn"ption Nel•' Disposition 
T.w• 

Old GSA Old Disposition Old Amrotated Description Old Disposition 
Bucket Series Number Autl1otih: 

Permanent Cut off at the end of OIBOO!a(l) NCI-269-80-2 General correspondence and decision files Records Permanent Send the record copy to the 
This series covers decision papers. interpretation of the fiscal )"ear when issued accumulated by the Office of the Administrator and Executive Secretariat immediately after 
laws and directives, and issuances issued by Heads Transfer to NARA 15 years after by Heads ofSSOs under any major subject category, signature Cut off at the end of the 

26911 010 
Decisions, Issuances, and of Staff and Services Offices and the cutoff p other than office administration, in managing and fiscal year; hold 2 years and retire to 
Directives Administrator's Office, and security directives carrying out the functions assigned to GSA a FRC Transfer to NARA 10 years after 

issued under the Information Security Oversight Office of the Administrator, HSSO's: (I) Decisions cutoff 
Orders (ISOO) papers. instructions, clearances, interpretations of 

laws and dire<>.tivPS I bv the Executiv 

02A035d NCI-269-84-3 Directive Case Files: Information Security Oversight Permanent Cut off at end of fiscal year 
Orders Information Security Oversight Executive Transfer to FRC 6 years after cutoff 
orders and implementing directives Documents Transfer to NARA I 0 years after cutoff 
showing the preparation, review. clearance and in 5-year blocks 
publication of orders, directives, rules, and regulations 
concerning the protection of national security 

Temporary Cut off at the end of O!BOO!b NCI-269-80-2 General correspondence and decision files b Cut off at the end of the fiscal year; hold 
the fiscal year when the report is Regional Administrators Records accumulated under 2 years and retire to FRC Destroy? 
issued, project completed, and when any major subject category, other than office years after cutoff 

This series includes special projects from the deficiencies are corrected Destroy administration, in managing and carrying out the 

26911 011 
Intemal Proj ect Case Files, Administrator,s office, unapproved directive case 5 years after cutoff For 

T 
functions assigned to GSA Included are requests for 

and Administrator Reports files, programming reports, deficiency reports and unapproved directive case rues. cut information, issuances and interpretation of directives, 
related records off when initially drafted and plauning documents, reports, correspondence and 

destroy 20 years after cutoff or related records 
when signed, whichever comes 
sooner 

02A035b Nl-269-90-3 Directive Case Files: Directives not signed by Temporary Place in inactive file when 
Administrator Files maintained by offices originating superseded or canceled Cut off at the 
the directive end of the fiscal year and retire to FRC; 

destroy 20 years after cutoff 

This series includes documents created in reporting 11A045 Nl-269-96-003 Management Improvement Reports Documents Cut off at the end of the fiscal year, hold 

on management improvement goals, progress created in reporting management improvement goals, 2 years, and retire to FRC Destroy 

reports, and accomplishments for GSA internal and progress reports, and accomplishments for GSA when 5 years old 

external Governmentwide programs Also included Permanent Cut off at the end of internal and Govemmentwide programs Included are 

26911 020 
Annual Significant Reports in this series are special studies conducted at the the fiscal year that the report has p 

written statements from agency managers assessing 

and Studies request of the Congress, the Office ofManagement been issued Transfer to NARA 15 their systems of control, semiannual improved 

and Budget (OMB) , or the Office of Personnel years after cutoff maopower reports, and GSA's annual report to the 

Management (OMB), and the GSA Annual Report President and Congress concerning its systems of 

issued by the Administrator's Office and related control 

records 
11A045a Nl-269-96-003 Management Improvement Reports Documents Permanent Cut off at the end of the 

created in reporting management improvement goals, fiscal year Transfer to NARA 20 years 
progress reports, and accomplishments for GSA after cutoff in 5-year blocks 
internal and Govemmentwide programs Included are 
written statements from agency managers assessing 
their systems of control, semiannual improved 
maopower reports, and GSA's annual report to the 
President and Congress concerning its systems of 
control a GSA's annual report 



S11b- New 
Bucket Series 

26911 021 

New Title 

Routine Interual Program 
Management Reports 

This series includes monthly reports on highlights 
and progress in program accomplishments and 
performance, management projects, manpower 
studies. surveys and evaluations of operations, 
systems procedures, methods, and staffing for 
developing, recommending, and implementing 
improvements Also included are quality 
management studies, GSA Strategic and Tactical 
Planning and General Management Reviews 
(GMR) and related records 

Nel•' Disposition 

Temporary Cut off at the end of 
the fiscal year after the report is 
issued Destroy between I and 5 
years after cutoff 

T 

Old GSA 
Number 

12A005a 

I4A055 

I4A060a 

16B040b 

IIA030a 

IIA036 

IIA055a 

IIA055b 

Old Disposition 
Autl1oritv 

NCI-269-81-04 

Old Amrotated Description 

Special studies files Documents created in preparing 
and conducting personnel management studies (at the 
request of the Administrator, members of the 
Congress, the Office of Management and Budget, or 
the Office of Personnel Management) to answer 
congressional inquiries, carry out training programs, 
change personnel policies and practices. or measure 
effectiveness of personnel programs Included are 
correspondence, questionnaires. workpapers. study 
reports, and related records a Studies requiring 
substantive research 

NCI-269-89-12 Annual Report to the Congress Documents 
accumulated in collecting and compiling summary 
data on GSA activities and achievements for, and in 

Old Disposition 

Permanent Cut off annually after 
completion of study Hold 3 years and 
retire to FRC Offer to NARA when I 0 
years old in I 0 year blocks averaged by 
year and thereunder by subject I cu 
Ft / 10 years 

Temporary Cut off at the end of the 
fiscal year, destroy 5 years after cutoff 
(NOTE: Original copy received by 

preparation of the Admninistrator's annual report to NARA for permanent retention comes 
the Congress Included are copies of feeder reports or from the Government Printing Office ) 
supporting case flies, record copies of the published 

NCI-269-80-12 

NCI-269-84-03 

Nl-269-87-004 

Report files Documents accumulated in collecting 
and compiling summary data on the scope of services 
provided by GSA to State or local governmental 
entities Included are copies of feeder reports, 
supporting documents, record copy of the published 
report and related records a Record copy Record 

-~· 
Annual Report to the President Documents resulting 
from the preparation and publication of the Annual 
Report to the President They include previous and 
current reports b Annual Report 

Management proj ects Documents accumulated in 
planning, administering, conducting, and assisting in 
management, data processing. and manpower studies, 
surveys, and evaluations (including those performed 
by contract) of operations, systems procedures, 
methods, and staffing for developing, recommending, 
and implementing improvements Included are 
project requests or authorizations; project plans; 
study , survey implementation, operatioual review, and 
manpower utilization survey reports, clearance 
actions; and related records a Record copies 

NCI-137-80-2 Program studies Documents accumulated in 
conducting, participating in, coordinating, issuing 
reports of, and implementing recommendations of 
studies pertaining to any facet of program 

Permanent Cut off at the end of the 
fiscal year, hold 3 years and retire to 
FRC Transfer to NARS 10 years after 
cutoff in 5-year blocks 

Permanent Cut off annually Offer to 
NARA when 10 years old in 5-year 
blocks 

Temporary Cut off at end of fiscal year 
after study completed Transfer to FRC 
2 years after cutoff Destroy 5 years 

after cutoff 

Temporary Cut off at end of fiscal year 
after completion of the study Destroy 3 
years after cutoff 

N 1-269-96-003 Quality management files Documents created for the Temporary Cut off at the end of the 
implementation of quality management in GSA fiscal year, hold 2 years and retire to the 
Included are assessment documents, reports and FRC Destroy 5 years after cutoff 
surveys, Administrator's quality award criteria and 
quality management newsletter data and related 
records a Quality management and climate 

N 1-269-96-003 Quality management files Documents created for the Temporary Cut off at the end of the 
implementation of quality management in GSA fiscal year Destroy 2 years after cutoff 
Included are assessment documents. reports and 
surveys, Administrator's quality award criteria and 
quality management newsletter data and related ,... 



Sub- New 
Buckl't Sen'"s 

26911 022 

New Tid• 

Supplementary Material 

Records 

This series is cOI!UfUOd with an of the feeder 
reporu, cornspondence, clnlfts, and other related 
documents =•ted in the course of de•-eloping 
either signifocant ropons, studies, clirecti•-es, 
issuances, memorandum, decisions aod related 
records 

Nt'•' DUposih'on 

Temporary Cut off at the eo4 of 

the fisc:al }"UC "-ben fioal record is 
issued Destroy between 2 aod 4 
}"UCS ~ cutoff, Wlless Deeded for 
business or refereoce pwposes 

T 

Old GSA 
Numb"r 

11A060a 

IIAOIOb 

IIA045b 

12A005b 

14A060b 

Old Dispositio11 
Autllon'h• 

Nl-269-96-003 

Old Amrotated Descriptio11 

GSA Strategic and Tactical Planniug and Geoeral 
Management Review (GMR) records Documents 

created in developing, issuing, aod implementing 
GSA's strategic and tactical plans Olld coordinating the 

GMR process a Office respoosible for prornulgatin! 
plans 

Old Dispositio11 

Temporary Cutoffattheeodofthe 
fiscal year, destroy 5 years after cutoff 

Nl-269-87-004 GSA organization files (NN-1 72-223) Documents Destroy wheo I year old 

Nl-269-96-003 

NCI-269-81-04 

NCI-269-80-12 

created in studying. proposi.og, re•~ewing. aod 
assisting in changes in organizatioo, IWlctious, aod 
relationships of sef'~, staff offi<O$, md regioaal 
offices Included are organizatioual proposals, 
justifications, aoal}-ses of preseot arraugemeots, 
proposed anangeemnts, workloads, staffia& panerns, 
curreot and proposed organization charts, proposed 
functioual stalemellts, lllllllllgemeot studies, aod 

related records The files include disappro•...S 
proposals, comments on other organutiou studies, 

and documents created in m.aintainio.g the exeeuti"-e 
brief, updating the US Govemment Mmua~ md 
assigning location codes b All other records 

Management Improvement Ropons Documents 
created in reporting management improvement goals, 
progress reporu, and accomplishments for GSA 
internal and Governmentwide programs Included are 
written statements from agency managers assessing 
their systems of control, semiannual improved 
manpower reports, and GSA's annual report to the 

President and Congress concerning its systems of 
control b Wrineo statements, reports, Olld other 
background material used to draft GSA's annual 

report 

Special studies files Documents created in preparing 
aod conducting personnel management studies (at the 

request of the Administrator, members of the 
Congress, the Office ofManagemeot aod Bndget, or 
the Office of Personnel Mmagement) to mswer 

eongressioual inquiries, carry out training programs, 
change persoune1 policies md practices, or measure 
effectiveness of personnel programs Included are 
correspondence, questionnaire$, workpapen, study 

reports, and related records b Routine studies, 
wod:papers, questionnaires, aod related records 

Report files Doenments accumulated in collecting 
and compiling summary dsta on the ocope of services 

pro•~ded by GSA to State or local goverumental 
entities Included are copies of feeder reports, 

supporting documents, record copy of the published 
report and related records b Supporting documents 
Copies of feeder ropons, supporting documents, and 

Termporary Cut off at the end of the 
fiscal year, hold 2 years, and retire to the 
FRC Destroy 5 years after cutoff 

Destroy wheo 3 years old 

Temporary Cut offal the eo4 of the 
fiscal year, hold 3 years and retire to 
FRC Destroy when I 0 years old 



01B004 

02A081 

02B060 

02C080 

02C085 

02C090 

02C09la 

02C09lb 

Old Amrotated Description 

GSA organization files (NN-172-223) Documents 
created in studying, proposing, reviewing, and 
assisting in changes in organization, functions, and 
relationships of services, staff offices, and regional 
offices Included are organizational proposals, 
justifications, analyses of present arrangements, 
proposed arrangeemnts, workloads, staffiJlg patterns, 
current and proposed organization charts, proposed 
functional statements. management studies, and 
related records The flles include disapproved 
proposals, comments on other organzation studies. 
and documents created in maintaining the executive 
brief, updating the U S Government Manual, and 

General correspondence and decision files: 
Administrator and HSSO's Records accumulated by 
the Office of the Administrator and by Heads of 
S/SO's under any major subject category, other than 
office administration, in managing and carrying out 
the functions assigned to GSA a Office of the 
Administrator, HSSO's: (2) Documents relating to 
office administration, requests for information, and 
other records that do not establish or interpret GSA 
policy 

Delegations/designations of authority and additional 
duty assignments Correspondence, forms and other 
documents delegating or assigning duties and 
responsibilities to individuals Excluded are 
delegations found in GSA directives 

NCl-269-80-2 Unscheduled records Documents showing the 
performance of a specific program function or 
process, and for which documentation and 
maintenance and disposition instructions are not 
provided elsewhere in this handbook 

Nl-269-89-001 Reports management general records Documents 
created in administering the reports management 
program Included are annual reviews. evaluations, 

'" .. ,, ... ... '"' 

Old Disposition 

Permanent Transfer to the National 
Archives in 5 year blocks when 20 years 
old 

Temporary Cut off at the end of the 
fiscal year; destroy 2 years after cutoff, 
or when no longer needed, whichever is 
sooner 

Disposable Destroy when no longer 
needed 

Cut off at the end of the fiscal or 
calendar year or on completion of the 
project or action (as appropriate); hold 
until records are scheduled NOTE: 
Action to schedule these records must 
be taken before the next review date of 
GSA Form 2039, Records Maintenance 
Plan This form is re\!"iewed at the 

Temporary Cut off at the end of the 
fiscal year; destroy 6 years after cutoff 

NCl-269-80-003 Accountable forms control Documents showing Temporary Cut off at end of fiscal 
receipt or issue of blaak forms which are subject to year Destroy 2 years after cutoff 
special control because they have monetary value, 
such as transportation requests and bills of lading 
Included are lists, receipts, registers, and similar 

NCl-269-78-001 Library administration Documents pertaining to 
library adm.inistration not included in other items in 
lth; <eh , >.tn~ 

Temporary Cut off at end of fiscal 
year Destroy 2 years after cutoff 

NCl-269-78-001 Shelf listings Documents listing books in the hbrary, Temporary Destroy after items are 
normally arranged in order to reflect classification, permanently removed from the library 
title, author. and voucher number 

NCl-269-78-001 Library catalog cards Cards showing authors, titles, Disposable Destroy after associated 
cross-references, and subjects. arranged in books are permanently removed from 
alphabetical order and indicating descriptive details the library 

<h•1~1n, •~h, ,nh 

NCl-269-78-001 Bibliographical services: Bibliographies 
Bibliographies 

NCl-269-78-001 Bibliographical services: Supporting documents 

Other documents associated with providing 
servic-. 

Disposable Transfer with related 
collection or destroy when superseded 

Disposable Cut off at end of fiscal 

year Destroy 2 years after cutoff 



Sub- New New Tid• Nt~.w De.scn"ption Nt'•' DUposih'on 
TJP• 

Old GSA Old Dispositio11 Old Amrotated Descriptio11 Old Dispositio11 
Buckl't s,.n·,.s Number Autllon'h• 

~4B01~ NCl-64-77-4 Interagency reports rec,ords Documeols a<Gumulated Permanent Place in an inactive tile on 
in planning, directing and administering the eanctllarion or discontinuance of the 
Govemmentwide interagency reports program report Cnt off the insctive tile at the 
Included are reporting requirements, clearlnces, end of 3 years. hold 3 additional years, 
report justi.ficatioos, action ootices, and related then transfer to NARA 

llAOl ~ Nl-269-87-004 GSA delegation of authority tiles Documents Dispouble Cnt off following revision, 
accumulated in clearing changes to GSA Delegation destroy when no longer needed 
of Aulhority Manual (ADM P ~~0 39C) and 

delegation of authorily nrders Included are copies of 

proposed changes, disapproved changes, clearances, 

11A02~a Nl-269-87-004 Procloctivity management tiles Documents created in Cnt off after completing study; destroy 
developing procedures for prodntivity measurements, when ~ years old 
conducting studies of prodnctivity, and cle>-.Joping 
procloctivity reports includiug the Bureau of Labor 
Statistics report a Studies tiles 

11A025b Nl-269-87-004 Prodnctivity managemeol tiles Documents created in Cnt off after completing study; destroy 
dev-eloping procedures for prodntivity measurements, when 3 years old 
condncting studies of prodnctivity, and developing 
prodnctmty reports including the Bureau of Labor 
Statistics report b All other tiles 

11A030b Nl-269-87-004 Management projects (NN-172-223) Documents Cnt off annuslly after completing or 
accumulated in planning, administering, conducting. cancelling the study, survey, or project, 
and assisting in management, data procession~ and or if the project is not approved 
manpower studies, surveys, and evalustions (including Transfer to FRC when 2 years old 
those perfomed by contract) of operations, systems, Destroy when 3 years old 
procednres, methods, and s taffing for developins. 
recommending. and assisting in the installation of 
impro\rements Included are project requests or 

authorizatioos; project plans; study, surv'Oy, 
implementation, operational review and manpower 

11A060b Nl-269-96-003 GSA Strategic and Tactical Planning and General Temporary Cnt off at the end of the 
Management Re>iew (GMR) records Documents fiscal year, destroy 5 years after cutoff 
created in developing. issuing, and implementing 

GSA's strategic and tactical plans and coordinating the 
GMRprocess b Clearance office copies or 
documents cre"ted in de,-eJoping. issuing and 
implementing GSA's strategic and tactical plans and 

~~ 

1SA125 N 1-269-87-2 Life cycle costing Information pertaining to GSA's Disposable Cnt off at end of fiscal 
implementation of a Governmentwide LCC program year; destroy 5 years after cutoff 



269.1 Agency Management Records 

These records are created, referenced and maintained by many offices within GSA to supplement 

routine records found in the General Records Schedule.  They include program management 

records (such as Committees, Legislative Review, and Audit Review) as well as detailed 

functional records common to all agency offices (Communications, Internal Personal Property, 

Security, and Employee-related). 

269.11  Program Management Records 

This group of records is concerned with the routine program records that are not listed in 

the General Records Schedule or have a disposition different from that of the GRS.  This 

schedule supersedes all previous GSA-scheduled records where it does not conflict with the 

General Records Schedule. 

269.11/010 – Decisions, Issuances, and Directives 

This series covers decision papers, interpretation of laws and directives, and 

issuances issued by Heads of Staff and Services Offices and the Administrator’s 

Office, and security directives issued under the Information Security Oversight 

Orders (ISOO). 

Disposition:  Permanent.  Cut off at the end of the fiscal year when issued.  

Transfer to NARA 15 years after cutoff. 

269.11/011- Internal Project Case Files, and Administrator Reports 

This series includes special projects from the Administrator’s office, unapproved 

directive case files, programming reports, deficiency reports and related records.  

Also included are special review, initiative project case files, and related records. 

Disposition:  Temporary.  Cut off at the end of the fiscal year when the report is 

issued, project completed, and when deficiencies are corrected.  Destroy 5 years 

after cutoff.  For unapproved directive case files, cut off when initially drafted and 

destroy 20 years after cutoff or when signed, whichever comes first.  

269.11/020 – Annual Significant Reports and Studies 

This series includes documents created in reporting on management improvement 

goals, progress reports, and accomplishments for GSA internal and external 

Governmentwide programs.  Also included in this series are special studies 

conducted at the request of the Congress, the Office of Management and Budget 

(OMB), or the Office of Personnel Management (OPM), and the GSA Annual 

Report issued by the Administrator’s Office and related records. 



Disposition:  Permanent.  Cut off at the end of the fiscal year that the report has 

been issued.  Transfer to NARA 15 years after cutoff. 

269.11/021 – Routine Internal Program Management Reports 

This series includes monthly reports on highlights and progress in program 

accomplishments and performance, management projects, manpower studies, 

surveys and evaluations of operations, systems procedures, methods, and staffing 

for developing, recommending, and implementing improvements.   Also included 

are quality management studies, GSA Strategic and Tactical Planning and 

General Management Reviews (GMR) and related records. 

Disposition:  Temporary.  Cut off at the end of the fiscal year after the report is 

issued.  Destroy 3 years after cutoff.  Longer retention is authorized, but no more 

than 5 years after cutoff.  

269.11/022 – Supplementary Material Records 

This series is concerned with all of the feeder reports, correspondence, drafts, and 

other related documents created in the course of developing either significant 

reports, studies, directives, issuances, memorandum, decisions and related 

records.   

Disposition:  Temporary.  Cut off at the end of the fiscal year when final record is 

issued.  Destroy 3 years after cutoff, unless needed for business or reference 

purposes, but no more than 5 years after cutoff. 

269.11/030 – Strategic Evaluation and Planning Records 

This series is concerned with all documents created in studying, proposing, 

reviewing, and assisting in changes in organization, function, and relationships of 

services, staff offices and regional offices.  Included are organizational proposals, 

justifications, analyses of present and proposed arrangements, workloads, staffing 

patterns, current and proposed organization charts, functional statements, 

management studies, strategic plans, and related records.  The files include 

disapproved proposals, comments on other organization studies, and records 

related to the changes to the GSA Organization. 

Disposition:  Permanent.  Cutoff 1 year at the end of the fiscal year when issued, 

Transfer to NARA 15 years after cutoff. 

269.11/041 – Routine Program Management Records 

This series is concerned with records created in the course of day-to-day 

administrative activities not covered by the General Records Schedule.  Included 



are general correspondence and decision files that do not establish or interpret 

GSA policy, delegations of authority or assigning duties and responsibilities to 

individuals outside of directives or issuances, unscheduled records, records 

related to routine library management, forms management program, management 

projects and process documentation development records, and related records. 

Disposition:  Temporary.  Cut off at the end of the fiscal year.  Destroy 3 years 

after cutoff.   

 



Bucket 269.12 - Communications Records

Bucket New 
Series

New Title New Description New Disposition
Type

Old GSA 
Number

Old 
Disposition 
Authority

Old Annotated Description Old Disposition

269 12 010
Significant Prepared 
Communications 
Records

This series is concerned with speeches and 
communications by Heads of Staff and Services Offices as 
well as the Administrator’s office, biographies of 
Administrator, Regional Administrators, HSSOs and 
Commissioners, record copies of press releases and news 
articles issued from GSA Central and Regional Offices, 
and record copies of newsletters, either targeted at all of 
GSA, regional or business line personnel, or GSA clients 
and related records   This series of records is media-
neutral, which means that these items can be in any format 
(e g  audio, video, web blog, text, etc )

Permanent   Cut off at the end of the 
fiscal year when issued   Transfer to 
NARA 15 years after cutoff

P

14A010a(1) NC1-269-80-12 Speeches   Documents created in the process of reviewing and 
clearing speeches and related documents    a   Speeches delivered 
by the Administrator, Deputy Administrator, Associate 
Administrators, and Commisioners   (1) Record set of speeches 
delivered by the Administrator, Deputy Administrator, Associate 
Administrators, Regional Administrators, and Commissioners

Permanent   Cut off at the end of the fiscal year, hold 
3 years and retire to FRC   Transfer to NARS 10 
years after cutoff in 5-year blocks

14A001a(1)  NC1-269-80-12 News releases   Documents created by the releasing offices in 
coordinating and disseminating information to any public 
communications media, whether in written or verbal form   
Included are drafts, clearance actions, copies of the formal news 
releases, and related records   a   Central Office record copies and 
publications   (1)  Centrol Office record copies

Permanent   Cut off at the end of the fiscal year, hold 
3 years and retire to FRC   Transfer to NARS 10 
years after cutoff in 5-year blocks

14A001b(1) NC1-269-80-12 News releases   Documents created by the releasing offices in 
coordinating and disseminating information to any public 
communications media, whether in written or verbal form   
Included are drafts, clearance actions, copies of the formal news 
releases, and related records   b   Regional publications   (1)  
News releases   Final copy

Temporary   Cut off at the end of the fiscal year; 
destroy 4 years after cutoff

14A050a NC1-269-89-12 Employee news   Documents created to keep GSA employees 
currently informed of major accomplishments, changes, 
programs, plans, or information on personnel which may be of 
interest or value to the employees   Included are newspapers, 
newsletters, or similar periodicals; papers used to submit articles 
or information for inclusion in the news, and related records   a  
Original, record copy   Original record copies of the GSA News 
and the GSA regional employee news publications

Permanent   Cut off at the end of the fiscal year, hold 
2 years, and retire to the FRC   Transfer to NARA 10 
years after cutoff in 5-year blocks

14A065d  N1-269-95-1 Motion pictures and video recordings:  d   Official record set of 
productions that document GSAs history, mission, or programs   
Official record set of productions that document GSAs history, 
mission, or programs; topics of controversial or historical 
interest; public affairs or news interviews with GSA officials and 
staff; and other productions created to disseminate agency 
information regard GSA operations  

Permanent   Transfer directly to the National 
Archives on an annual basis or when no longer 
needed      

14A025a  NC1-269-80-12 Biographies   a   Record set   Record set at Central Office of 
biographical sketches, photographs, and related documents 
concerning leading personalities in GSA or non-GSA 
personalities of possible significance to GSA

Permanent   Cut off at end of fiscal year   Hold 2 
years and retire to FRC   Transfer to NARS 10 years 
after cutoff in 5-year blocks

269 12 011
Other Prepared 
Communications 
Records

These are records created by persons other than the 
Administrator’s Office, Regional Administrators, Heads of 
Staff and Services Offices and Commissioners   Included 
are record copies of the prepared speeches, interviews, 
biographies, press releases, and related records   

Temporary   Cut off at the end of the 
fiscal year when issued   Destroy 6 
years after cutoff, unless needed for 
business or reference purposes

T

14A010b NC1-269-80-12 Speeches   Documents created in the process of reviewing and 
clearing speeches and related documents    b   Speeches by 
persons other than the Admnistrator, Deputy Administrator, 
Associate Administrators, and Commissioners   Documents 
created in the process of reviewing and clearing speeches, and 
related materials

Temporary   Cut off at end of fiscal year   Destroy 4 
years after cutoff

269 12 021 Events Records

This series concerns award ceremonies, dedications, GSA-
sponsored symposia and conference records   Included are 
invitations, guest lists and rosters, agendas, documents 
related to presentations, copies of speeches, administrative 
arrangements for the event, and related records

Temporary   Cut off at the end of the 
fiscal year when final payment is 
made   Destroy 6 years after cutoff 
unless needed for business or 
reference purposes

T

12D005     NC1-269-81-4 Award ceremonies   Documents created in arranging and 
publicizing ceremonies for the presentation of awards   Included 
are posters, placards, and related records

Disposable   Cut off at the end of the fiscal year; 
destroy 3 years after cutoff

This group of records is concerned with the Communications Program Records not covered by the General Records Schedules   These program records deal with the record copies of prepared 
communications; internal and public, events such as conferences and symposiums, and routine communications program management files   This group does not include training records of individual 
employees, routine email records, nor other informal means of communications used by all agency staff



Bucket New 
Series

New Title New Description New Disposition
Type

Old GSA 
Number

Old 
Disposition 
Authority

Old Annotated Description Old Disposition

14A020 NC1-269-80-12 Dedications   Documents accumulated through participation in 
dedication ceremonies conducted by GSA and other agencies   
Included are invitations extended to officials, papers relating to 
routine arrangements, copies of speeches, and related records

Temporary   Cut off at end of fiscal year; destroy 4 
years after cutoff

14A030 NC1-64-77-4 Symposium and Conference Records   Documents accumulated 
in planning, arranging, and holding symposiums and conferences   
Included are announcements, agenda, minutes, listing of speakers 
and guests and related records

Disposable   Cut off after symposium, hold 2 years 
and destroy

269 12 031
Communications 
Program Management 
Records

This series concerns records created in the course of 
developing communications and managing graphics, 
letterhead, and related activities   Included in this series 
are letterhead case files, drafts, clearance review copies, 
supporting materials used in the creation of prepared 
communications, correspondence, and related records

Temporary   Cut off at the end of the 
fiscal year when final record is issued   
Destroy 3 years after cutoff unless 
needed for business or reference 
purposes

T

14A001a(2)  NC1-269-80-12 News releases   Documents created by the releasing offices in 
coordinating and disseminating information to any public 
communications media, whether in written or verbal form   
Included are drafts, clearance actions, copies of the formal news 
releases, and related records   a   Central Office record copies and 
publications   (2)  CO publications; drafts and clearance copies   
Drafts, clearance actions, copies of the formal news releases, and 
related records

Disposable   Cut off at the end of the fiscal year; 
destroy 3 years after cutoff

14A001b(2)    NC1-269-80-12 News releases   Documents created by the releasing offices in 
coordinating and disseminating information to any public 
communications media, whether in written or verbal form   
Included are drafts, clearance actions, copies of the formal news 
releases, and related records   b   Regional publications   (2)  
News releases; Drafts and clearance copies   

Disposable   Cut off at the end of the fiscal year; 
destroy 2 years after cutoff

14A010a(2)    N1-269-89-001 Speeches   Documents created in the process of reviewing and 
clearing speeches and related documents a   Speeches delivered 
by the Administrator, Deputy Administrator, Associate 
Administrators, and Commisioners   (2) Supporting 
documentation   Documents, other than the final record set of the 
speech, created in the process of reviewing and clearing speeches

Disposable   Cut off at end of fiscal year; destroy 3 
years after cutoff

02A083 NC1-269-80-
003

Correspondence letterhead case files   Case files created in 
authorizing and maintaining GSA letterheads   Included are 
justifications for authorizing and establishing new letterheads, a 
brief record of reprints, and related camera copies

Temporary   Place in inactive file after request is 
denied or letterhead is discontinued   Cut off inactive 
file at the end of the fiscal year; destroy 2 years after 
cutoff

02B066a NC1-269-80-
003

Presidential photograph records   Documents accumulated in the 
distribution (total number copies issued to each major recipient) 
of official photographs of the Presidents of the United States   
Included are correspondence, distribution lists and changes, and 
related records   a   Central Office

Disposable   Cut off at end of fiscal year after 
swearing in of succeeding president   Destroy 1 year 
after cutoff

02B066b N1-269-89-001 Presidential photograph records   Documents accumulated in the 
distribution (total number copies issued to each major recipient) 
of official photographs of the Presidents of the United States   
Included are correspondence, distribution lists and changes, and 
related records   b   Regional offices

Disposable   Cut off at end of fiscal year after 
swearing in of succeeding president   Destroy 2 years 
after cutoff

11E010 NC1-269-80-12 Correspondence letterhead case files   Case files created in 
authoring and maintaining GSA letterheads  Included are 
justifications for authorizing and establishing new letterheads, a 
brief record of reprints, and related camera copies

Place in inactive file after request is denied or 
letterhead is discontinued   Hold 2 years and destroy

14A025b   NC1-269-89-12 Biographies   b   Copies and supporting documentation   Copies 
other than CO record set of biographical sketches, photographs, 
and related documents concerning leading personalities in GSA 
or non-GSA personalities of possible significance to GSA

Disposable   Destroy when purpose has been served, 
the individual leaves GSA, or when no longer 
needed, whichever is appropriate



269.12 - Communications Records 

This group of records is concerned with the Communications Program Records not 
covered by the General Records Schedules.  These program records deal with the record 
copies of prepared communications; internal and public, events such as conferences and 
symposiums, and routine communications program management files.  This group does 
not include training records of individual employees, routine email records, nor other 
informal means of communications used by all agency staff. 

269.12/010 – Significant Prepared Communications Records 

This series is concerned with speeches and communications by Heads of Staff and 
Services Offices as well as the Administrator’s office, biographies of 
Administrator, Regional Administrators, HSSOs and Commissioners, record 
copies of press releases and news articles issued from GSA Central and Regional 
Offices, and record copies of newsletters, either targeted at all of GSA, regional or 
business line personnel, or GSA clients and related records.  This series of records 
is media-neutral, which means that these items can be in any format (e.g. audio, 
video, web blog, text, etc.). 

Disposition:  Permanent.  Cut off at the end of the fiscal year when issued.  
Transfer to NARA 15 years after cutoff. 

269.12/011 – Other Prepared Communications Records 

These are records created by persons other than the Administrator’s Office, 
Regional Administrators, Heads of Staff and Services Offices and 
Commissioners.  Included are record copies of the prepared speeches, interviews, 
biographies, press releases, and related records.   

Disposition:  Temporary.  Cut off at the end of the fiscal year when issued.  
Destroy 6 years after cutoff. 

269.12/021 – Events Records 

This series concerns award ceremonies, dedications, GSA-sponsored symposia 
and conference records.  Included are invitations, guest lists and rosters, agendas, 
documents related to presentations, copies of speeches, administrative 
arrangements for the event, and related records. 

Disposition:  Temporary.  Cut off at the end of the fiscal year when final payment 
is made.  Destroy 6 years after cutoff unless needed for business or reference 
purposes. 

269.12/031 – Communications Program Management Records 



This series concerns records created in the course of developing communications 
and managing graphics, letterhead, and related activities.  Included in this series 
are letterhead case files, drafts, clearance review copies, supporting materials used 
in the creation of prepared communications, correspondence, and related records. 

Disposition:  Temporary.  Cut off at the end of the fiscal year when final record is 
issued.  Destroy 3 years after cutoff unless needed for business or reference 
purposes. 

 



269.13 - Legislative and Congressional Affairs Records 

This group of records is concerned with the records that are derived from the role GSA 
plays as an advisor to the Administrator and as the GSA Liaison with Members of 
Congress and congressional committees.  Additionally, records are created and 
maintained from the program’s role of assuring compliance with terms of Senate and 
House Memoranda of Understanding, and supporting office space, procurement, 
communications, relocation, and asset management services to members of Congress and 
the Senate.  This group of records is also concerned with supporting GSA’s legislative 
program, tracking legislation, interacting with Members, committees, and staff, and 
handling congressional or senate inquiries on issues relating to GSA.  The records in this 
schedule supersede all GSA records previously scheduled on this topic. 

269.13/010 – Legislation Case Files 

This series is concerned with the documents created when reviewing, formulating, 
and presenting proposed legislation of GSA or the GSA position on legislative 
programs of other Federal agencies.  Also, this series includes legislative program 
reviews and reports associated with the agency program itself.  Included are drafts 
of bills, clearance actions, reports, testimonies of GSA officials, general 
information on or status of, the legislative program, and related records. 

Disposition:  Permanent.  Cut off at the end of the fiscal year when the case is 
closed.  Transfer to NARA 15 years after cutoff. 

269.13/011 – Legislative and Congressional Affairs Program Management Records 

This series is concerned with records accumulated when providing legal 
assistance on proposed and enacted legislation, regulations for publication in 
Federal Register and Code of Federal Regulations, and change and additions in 
regulations issued by GSA.  Also included in this series are supporting materials 
for putting together said report or assistance, clearance copies, and related records 

Disposition:  Temporary.  Cut off at the end of the fiscal year when the case is 
closed, review completed, or recommendations made.  Destroy 8 years after 
cutoff. 

269.13/020 – Legislative Program Reports 

Documents created in preparing and disseminating information reflecting content 
and status of the GSA legislative program, including reports of general 
information on, or status of, the legislative program and related records. 



Disposition:  Permanent.  Cut off at the end of the fiscal year when the report is 
issued.  Transfer to NARA 15 years after cutoff. 

269.13/031 – Congressional Property Records 

Documents accumulated in controlling congressional property in the possession 
of and purchased for a Member of Congress.  Included are those documents 
reflecting additions to, changes in, and status of the individual member's personal 
property account.  Source documents may include GSA Forms 300, Purchase 
Order; GSA Forms 526, Report of Property for Survey; Standard Forms 120, 
Report of Excess Personal Property; and SF 122, Transfer Order Excess Personal 
Property.  The file may also include registers of source documents; master files or 
purchase orders; reports of property for survey or related records and 
correspondence. 

Disposition:  Temporary.  Cut off at end of fiscal year after member closes office 
and completion of all transactions.  Destroy 6 years after cutoff. 

 



Bucket 269.13 - Legislative and Congressional Affairs Records

Bucket New 
Series

New Title New Description New Disposition
Type

Old GSA 
Number

Old Disposition 
Authority

Old Annotated Description Old Disposition

269 13 10 Legislation Case Files

This series is concerned with the documents created when 
reviewing, formulating, and presenting proposed legislation of 
GSA or the GSA position on legislative programs of other 
Federal agencies   Also, this series includes legislative program 
reviews and reports associated with the agency program itself   
Included are drafts of bills, clearance actions, reports, 
testimonies of GSA officials, general information on or status 
of, the legislative program, and related records

Permanent   Cut off at the end of the 
fiscal year when the case is closed   
Transfer to NARA 15 years after 
cutoff

P

10B005a N1-269-96-001 Legislative cases   Case files created in formulating, developing, 
and presenting proposed legislation of GSA  Included are drafts of 
bills, clearance actions, reports, testimonies of GSA officials at 
hearings, and related records   a   Office of Congressional Affairs 
case files

Permanent  Cut off at the end of the fiscal year; 
hold 4 years and retire to FRC   Transfer to 
NARA 15 years after cutoff

269 13 11

Legislative and 
Congressonal Affairs 
Program Management 
Records

This series is concerned with documents accumulated when 
providing legal assistance on proposed and enacted legislations, 
regulations for publication in Federal Register and Code of 
Federal Regulations, and change and additions in regulations 
issued by GSA   Also included in this series are supporting 
materials for putting together said report or assistance, 
clearance copies, and related records

Temporary   Cut off at the end of the 
fiscal year when the case is closed, 
review completed, or 
recommendations made   Destroy 8 
years after cutoff

T

10B001 NC1-269-79-01 Legislation and regulations review   Documents accumulated in 
providing legal assistance on proposed and enacted legislation; 
regulations for publication in the Federal Register and Code of 
Federal Regulations; and changes and additions to regulations 
issued by GSA

Temporary   Cut off at end of fiscal year; hold 3 
years, and retire to FRC   Destroy 6 years after 
cutoff

10B005b N1-269-96-001 Legislative cases   Case files created in formulating, developing, 
and presenting proposed legislation of GSA  Included are drafts of 
bills, clearance actions, reports, testimonies of GSA officials at 
hearings, and related records   b   Clearance Office records

Temporary   Cut off at end of the fiscal year, hold 
4 years, and retire to FRC   Destroy 8 years after 
cutoff

10B010b NN-172-223 Non-GSA legislation records   Documents created in coordinating 
and reporting the GSA position on legislative programs of other 
Federal agencies   Included are reports, congressional bills, 
clearance actions, and related records    b   Other offices

Temporary   Cut off at end of fiscal year, hold 4 
years, and retire to FRC   Destroy 8 years after 
cutoff

269 13 20
Legislative and 
Congressional Affairs 
Program Reports

Documents created in preparing and disseminating information 
reflecting content and status of the GSA legislative program, 
including reports of general information on, or status of, the 
legislative program and related records

Permanent   Cut off at the end of the 
fiscal year when the report is issued   
Transfer to NARA 15 years after 
cutoff

P

10B010a     NN-172-223 Non-GSA legislation records   Documents created in coordinating 
and reporting the GSA position on legislative programs of other 
Federal agencies   Included are reports, congressional bills, 
clearance actions, and related records   a   Office of Congressional 
Affairs

Permanent   Cut off at end of session of Congress, 
hold 4 years, and retire to FRC   Transfer to 
NARA 15 years after cutoff, in 4-year blocks

10B015  NN-172-223 Annual legislation program records   Documents created in 
preparing and disseminating information reflecting content and 
status of the GSA legislative program, including reports of general 
information on, or status of, the legislative program and related 
records  

Permanent   Cut off at end of fiscal year, hold 4 
years, and retire to FRC   Transfer to NARA 15 
years after cutoff, in 4-year blocks

269 13 31 Congressonal Property 
Records

Documents accumulated in controlling congressional property 
in the possession of and purchased for a Member of Congress   
Included are those documents reflecting additions to, changes 
in, and status of the individual member's personal property 
account   Source documents may include GSA Forms 300, 
Purchase Order; GSA Forms 526, Report of Property for 
Survey; Standard Forms 120, Report of Excess Personal 
Property; and SF 122, Transfer Order Excess Personal 
Property   The file may also include registers of source 
documents; master files or purchase orders; reports of property 
for survey or related records and correspondence

Temporary   Cut off at end of fiscal 
year after member closes office and 
completion of all transactions   Destroy 
6 years after cutoff

T

02C010   NC1-269-80-007 Congressional property records   Documents accumulated in 
controlling congressional property in the possession of and 
purchased for a Member of Congress   Included are those 
documents reflecting additions to, changes in, and status of the 
individual Member's personal property account   Source 
documents may include GSA Forms 300, Purchase Order; GSA 
Forms 526, Report of Property for Survey; Standard Forms 120, 
Report of Excess Personal Property; and SF 122, Transfer Order 
Excess Personal Property   The file may also include registers of 
source documents; master files or purchase orders; FEDSTRIP 
requisitions; reports of property for survey

Temporary   Cut off at end of fiscal year after 
member closes office and completion of all 
transactions; destroy 1 year after cutoff

This group of records is concerned with the records that are derived from the role GSA plays as an advisor to the Administrator and as the GSA Liaison with Members of Congress and congressional 
committees   Additionally, records are created and maintained from the program’s role of assuring compliance with terms of Senate and House Memoranda of Understanding, and supporting office space, 
procurement, communications, relocation, and asset management services to members of Congress and the Senate   This group of records is also concerned with supporting GSA’s legislative program, 
tracking legislation, interacting with Members, committees, and staff, and handling congressional or senate inquiries on issues relating to GSA   The records in this schedule supersede all GSA records 
previously scheduled on this topic



269.13 -Legislative and Congressional Affairs Records 
This group of records is concerned with the records that are derived from the role GSA plays as an advisor to the Administrator and as the GSA 
Liaison with Members of Congress and congressional committees. Additionally, records are created and maintained from the program's role of 
assuring compliance with terms of Senate and House Memoranda of Understanding, and supporting office space, procurement, communications, 
relocation, and asset management services to members of Congress and the Senate. This group of records is also concerned with supporting 
GSA's legislative program, tracking legislation, interacting with Members, committees, and staff, and handling congressional or senate inquiries 
on issues relating to GSA. The records in this schedule supersede all GSA records previously scheduled on this topic. 

New Series New Titl.e New Description New R etention 

This series is concerned with the documents created when 

reviewing, forml!llating, and presenting proposed legislation 
of GSA or the GSA position on legislative programs of 

Disposition: Permanent. Cut off at the 
other Federal agencies. Also, this series includes 

269.13/010 Legislation Case Files legislative program reviews and reports associated with the 
end of the fiscal year when the case is 
closed. Transfer to NARA 15 years afte 

agency program itself. Included are drafts of bills, 
cutoff. 

clearance actions, reports, testimonies of GSA officials, 
general information on or status of, the legislative program, 
and related records. 

This series is concerned with records accumulated when 

Legislative and 
providing legal assistance on proposed and enacted Disposition: Temporary. Cut off at the 

Congressional Affairs 
legislation, regulations for publication in Federal Register end of the fiscal year when the case is 

269.13/011 and Code of Federal Regulations, and change and additions closed, review completed, or 
Program Management 

in regulations issued by GSA. Also included in this series recommendations made. Destroy 8 years 
Records 

are supporting materials for putting together said report or after cutoff. 
assistance, clearance copies, and related records 

Documents created in preparing and disseminating Permanent. Cut off at the end of the 
information reflecting content and status of the GSA fiscal year when the report is issued. 

269.13/020 Legislative Program Reports legislative program, including reports of general Transfer to NARA 15 years after cutoff. 
information on, or status of, the legislative program and 
related records. 

Documents accumulated in controlling congressional 
property in the possession of and purchased for a Member 
of Congress. Included are those documents reflecting 
additions to, changes in, and status of the individual 
member's personal property account. Source documents 

Temporary. Cut off at end of fiscal year 
may include GSA Forms 300, Purchase Order; GSA Forms 

269.13/031 
Congressional Property 526, Report of Property for Survey; Standard Forms 120, after member closes office and 

Records 
Report of Excess Personal Property; and SF 122, Transfer 

completion of all transactions. Destroy 6 

Order Excess Personal Property. The file may also include 
years after cutoff. 

registers of source documents; master files or purchase 
orders; reports of property for survey or related records and 
correspondence. 



269.15

Bucket Series Title Description Disposition Instructions Type 
Disposition

Old GSA 
Number

Old Disposition 
Authority Old Description Disposition

269.15 11 Customer/Business Development 
Program Report Records

This series is focused on the reports of customer transactions: 
customer contacts, correspondence, satisfaction survey compilations, 
focus groups, and activities focused on developing new or retaining 
current customers.

Temporary.  Cut off at the end of the 
fiscal year when published.  Destroy 3 
years after cutoff.

T

14B060      NC1-137-78-2 Business service center activity report.  GSA Form 1919, Business Service Center 
Activity Report, with related information.

Disposable.  Destroy when no 
longer needed.

269.15 21 Customer/Business Development 
Program Case File Records

This series concerns records created with regard to handling customer 
and vendor concerns, transaction issues, or specific situations 
requiring intervention or reconciliation.  Included are copies of 
materials collected that address the issue, correspondence, reports on 
resolution of the situation, and related materials.

Temporary.  Cut off at the end of the 
fiscal year.  Destroy 3 years after cutoff.

T

14B005 NC1-269-80-12 Business counseling and assistance.  Case files created in providing counseling, 
assistance, and follow-up to encompass the interest and problems of business 
concerns, including small businesses, and to obtain and maintain the greatest 
possible interest and participation in GSA procurement and disposal programs.

Disposable.  Cut off at the end of 
the fiscal year; destroy 1 year 
after cutoff.

14B075a    NC1-121-82-1 Business services records.   Documents accumulated in advising and assisting 
individuals and commercial concerns interested in doing business with the 
Government, displaying and distributing bidding documents, and in reporting 
information on contacts with such individuals and concerns.  Included are copies 
of bidding materials, reports of contacts, correspondence, and related records.  a.   
Copies of bidding materials and related records.

Disposable.  Destroy after 
deadline before bidding expires.

14B075b   NC1-121-82-1 Business services records.   Documents accumulated in advising and assisting 
individuals and commercial concerns interested in doing business with the 
Government, displaying and distributing bidding documents, and in reporting 
information on contacts with such individuals and concerns.  Included are copies 
of bidding materials, reports of contacts, correspondence, and related records.  b.   
Reports of contacts, correspondence, and related records.

Disposable.  Cut off at end of 
fiscal year; destroy 1 year later.

269.15 31 Customer/Business Development 
Administration and Product Records

This series concerns program planning and routine records collected in 
the course of creating and implementing a customer relations or 
customer development initiative.  Included are contact logs and or 
reports of customer meetings and visits, forums, workshops, planning 
documents associated with identifying new customer leads and  
analysis of current services with regard to customer responsiveness, 
recommendations for future development, and related correspondence 
and records.   Also included are business files created in response to 
policy and programs associated with qualifying vendors and 
contractors and marketing available opportunities.

Temporary.  Cut off at the end of the 
fiscal year.  Destroy 3 years after cutoff.

T

14B010 NC1-269-80-12 Handout materials.  Documents created in preparing, clearing, and publishing 
handout material which provide information and assistance to business concerns 
interested in participating in procurement and disposal programs.  Included are 
clearance actions; copies of the booklets, brochures, pamphlets, and handouts; 
and related records.

Disposable.  Cut off at the end of 
the fiscal year following 
supersession or discontinuance; 
destroy 2 years after cutoff.

14B015 NC1-269-80-12 Commerce Business Daily.  Documents created in reporting information 
regarding proposed procurement and disposal transactions to the Commerce 
Business Daily.  Included are memorandums and related records.

Temporary.  Cut off at the end of 
the fiscal year; destroy 2 years 
after cutoff.

14B025     NC1-269-80-12 Business and supplier promotional records.  Documents created in arranging and 
participating in conferences, meetings, or clinics with business concerns, trade 
associations, chambers of commerce, or other groups to promote and provide 
information on procurement and disposal programs.  Included are agenda or plans 
for the meetings, presentation outlines, reports or minutes of the meetings, and 
related records.

Disposable.  Cut off at the end of 
the fiscal year; destroy 3 years 
after cutoff.

14B035  NC1-137-78-2 General customer services and marketing records.  General program material on 
customer services and marketing subjects.

Disposable.  Cut off at end of 
fiscal year.  Destroy 3 years after 
cutoff.

14B040  NC1-137-78-2 Agreement records.  Documents related to developing, negotiating, and 
evaluating agreements for customer service and marketing support.  Included are 
coordinating actions, copies of agreements, and related records.

Temporary.  Cut off at end of 
fiscal year when superseded or 
canceled.  Retire to FRC 3 years 
after cutoff; destroy 5 years after 
cutoff.

14B050 NC1-137-78-02 CSR overseas and domestic program files.  Documents accumulated in 
monitoring, supervising, and coordinating overseas and domestic CSR activities.  
Included are correspondence relating to customer support problems and actions 
taken to effect resolutions; correspondence relating to new innovations and 
changes in inventory management concepts; requests for administrative 
assistance; and related records.

Cut off annually, hold 3 years, 
and destroy.

14B055 NC1-137-78-2 Customer marketing project records.  Documents accumulated in planning and 
developing customer-oriented programs to promote awareness of Federal Supply 
Service supply programs and services.  Projects may include: (1) review and 
preparation of publications and informational packets and identification of items 
and services that need to be marketed.  Records may include correspondence, 
reports, publications, illustrations, and related material as well as project officers' 
notes, drafts, artwork, comprehensive, illustrations and backup research added to 
the record at the end of the project.

Disposable.  Cut off at end of 
fiscal year.  Destroy 2 years after 
cutoff.

14B065   NC1-269-80-12 Small business records.  Documents relating to policy and programs for small 
business, including goals statements and guidelines.  These records are created 
under section 211 of Public Law 95-507 relating to subcontracting to small 
business.  Included are GSA Form 2689, Procurement Not Set Aside, goal 
statements, guidelines and reports, and related records.

Temporary.  Cut off at end of 
fiscal year.  Destroy 3 years after 
cutoff.

14B070 NC1-269-80-12 Socioeconomic disadvantaged business files.  Documents relating to 
socioeconomic disadvantaged business (minority) programs and reports issued 
under the Small Business Act, section 8a, including goal statements and 
guidelines.  Included are goal statements, guidelines, and related records.

Temporary.  Cut off at end of 
fiscal year.  Destroy 3 years after 
cutoff.

Customer/Business Development Records

The records in this group concern the fulfillment of GSA’s mission of “delivering excellent customer service.”  Activities under this group include identifying and developing new customers, sustaining and 
growing current customer use of GSA’s services, and being responsive to customer concerns regarding GSA’s services. “Customers” include internal customers (GSA making use of its own services), 
external customers (client federal, state, and municipal agencies using GSA’s services), and citizens making use of GSA’s variety of services.  For business development, this includes records relating to both 
customer and vendor development to assure compliance with the Small Business Act and other federal mandates.  The records in this group supersede all previously-scheduled GSA record types and 
complement the General Record Schedule supported for all federal agencies.



269.15 Customer/Business Development Records 

The records in this group concern the fulfillment of GSA’s mission of “delivering excellent 
customer service.”  Activities under this group include identifying and developing new 
customers, sustaining and growing current customer use of GSA’s services, and being responsive 
to customer concerns regarding GSA’s services. “Customers” include internal customers (GSA 
making use of its own services), external customers (client federal, state, and municipal agencies 
using GSA’s services), and citizens making use of GSA’s variety of services.  For business 
development, this includes records relating to both customer and vendor development to assure 
compliance with the Small Business Act and other federal mandates.  The records in this group 
supersede all previously-scheduled GSA record types and complement the General Record 
Schedule supported for all federal agencies. 

269.15/011 – Customer/Business Development Program Report Records 

This series is focused on the reports of customer transactions: customer contacts, 
correspondence, satisfaction survey compilations, focus groups, and activities focused on 
developing new or retaining current customers. 

Temporary.  Cut off at the end of the fiscal year when published.  Destroy 3 years after 
cutoff. 

269.15/021 – Customer/Business Development Program Case File Records 

This series concerns records created with regard to handling customer concerns, 
transaction issues, or specific situations requiring intervention or reconciliation.  Included 
are copies of materials collected that address the issue, correspondence, reports on 
resolution of the situation, and related materials. 

Temporary.  Cut off at the end of the fiscal year.  Destroy 3 years after cutoff. 

269.15/031 – Customer/Business Development Administration and Product Records 

This series concerns program planning and routine records collected in the course of 
creating and implementing a customer relations or customer development initiative.  
Included are contact logs and or reports of customer meetings and visits, forums, 
workshops, planning documents associated with identifying new customer leads and  
analysis of current services with regard to customer responsiveness, recommendations for 
future development, and related correspondence and records.   Also included are business 
files created in response to policy and programs associated with qualifying vendors and 
contractors and marketing available opportunities. 

Temporary.  Cut off at the end of the fiscal year.  Destroy 3 years after cutoff. 



 



Bucket 269.15 Audit Resolution Program Records 

Bucket 

26915 

269 15 

269 15 

New 
Series 

0 10 

011 

021 

Ne.•' Title 

Semiannual Management 

Reports to the Congress 

Semiannual Management 
Report to the Congress 
Records Transfer Reports 

This series is comprised of regular reports 

made to external agencies (sucb as the 
Congress, etc ) This report describes, for 
that specific reporting period, (I) the 

implementation of the recommendations 
by GSA Management contained in audit 
reports issued by the Office of the 
Inspector General (OIG), and (2) a report 

of cases where final action has not been 
taken on an audit one year after the date of 
the management decision 

This record describes the transfer of 
specific reports described in 269 15/010 to 
NARA This destruction report identifies 
by fiscal year, whicb report has been 
certified as "transferred to NARA" for 

business reference and recordkeeping 

Audit Resolution Case Files This series contains records accumulated 
for reference and referral to GAO audits 
and OIG Contract and lntemal audits, 
clearances, and all related audit 
information Included are copies of Draft 
and Final Audit Reports, implementation 
status, and all related records included in 

the notification, development, wod:ing, 
implementation, and resolution of the audit 
lifecycle These case files are arranged 
often in chronological order 

The group of records is accumulated while controlling and monitoring the resolution and implementation of General Accounting Office (GAO) and other external agency audit reports, 
Office of the Inspector General (OIG) internal audit and contract audit reports, and related records The GSA audit resolution follow-up system is covered in GSA HB, Audit Resolution and 
Follow-up System (ADM P 2030 2D) This group of records does not apply to documents accumulated in examining or auditing intemal and contractor operations or by offices whose 

programs were audited 

New Disposition 

Permanent Cut off at the end of the fiscal 

year after the report is issued r ransfer to 
NARA 15 years after cutoff 

r emporary Cut off at the end of the fiscal 
year after the report has been issued and 
replaced by succeeding annual reports 
Destroy 15 years after cutoff 

r emporary Cut off at the end of the fiscal 
year when the audit resolution process has 
been completed Destroy I 0 years after 
cutoff 

Old 
J:lpe GSA 

Number 

Old Disposition 
Autl1on·ty 

03BO!Oa NCI-269-87 -3 

p 

03BO!Ob NCI-269-87 -3 

r 

03BOO!a NCI-269-87 -3 

r 

03BOO!b NCI-269-87 -3 

Old AJJIIotated Description 

GAO audit reports Documents created or accumulated in the 

resolution and implementation of GAO audit recommendations 
Included are documents from resol•"ing and implementing 
recommendations, responses from the Administrator of GSA to 

the Comptroller General, the Congress, and the Office of 
Management and Budget concerning recommendations a Files 
maintained by the Audit Resolution Management Controls 
Division 

GAO audit reports Documents created or accumulated in the 
resclution and implementation of GAO audit recommendations 
Included are documents from resol•"ing and implementing 
recommendations, responses from the Administrator of GSA to 
the Comptroller General, the Congress, and the Office of 

Management and Budget concerning recommendations b Files 
maintained by Central Office service and staff office 
management support. offices aJld regional offices 

Ne.•' Record 1)-pe. 

Old Disposition 

Temporary Cut off at the end of the 

fiscal year when all resolution aJld 
folio""'!' actions have been completed 
Hold I year and retire to FRC Destroy 

5 years after cutoff 

Temporary Cutoffattheendofthe 
fiscal year when all resolution aJld 
folio""'!' actions have been completed 
Destroy 2 years after cutoff 

Contract audit resolution case files Documents created or Temporary Cut off at the end of the 
accumulated in the resolution and implementation of contract fiscal year when followup actions are 
audit recommendations Included are audit reports, master control complete Hold I year and retire to 
records pre-negotiation and/or price negotiation memoranda, FRC Destroy 5 years after cutoff 

award documents, settlement agreements, contracting officer's 
final decision letters, and related documents Included are 
commtmications with the contracting officets, f1.1lallce centers, 
Office of Inspector General, Office of General Counsel, the 
Audit Follow-up Official, and related records a Audit 
Resolution Management Controls Division copies 

Contract audit resolution case files Documents created or Temporary Cut off at the end of the 
accumulated in the resolution and implementation of contract fiscal year when followup actions are 
audit recommendations Included are audit reports, master control complete Destroy 2 years after cutoff 

records pre-negotiation and/or price negotiation memoranda, 
award documents, settlement agreements, contracting officer's 
final decision letters, and related documents Included are 
commtmications with the contracting officets, f1.1lallce centers, 
Office of Inspector General, Office of General Counsel, the 
Audit Follow-up Official, and related records b Audit 
resclution documents maintained by Central Office ser."ice and 
staff office mana11:ement suport offices and re,tional offices 



New 
Old 

Old Disposition 
Bncket Ne.•' Title New Description New Disposition I:lpe GSA Old AJJuotated Description Old Disposition 

Series 
Number 

Autl1on·ty 

03B005a N l-269-87-3 lntemal audit resolution case files Documents accumulated in Temporary Cut off at the end of the 
the resolution and implementation of intemal audit fiscal year when all resolution and 
recommendations Included are action plans, documents from folio""'!' actions have been taken Hold 
resolving and implementing recommendations. resolution letters I year and retire to FRC Destroy 5 
from the Inspector General; closure notices to action offices. and years after cutoff 
related correspondence and reports a Case files maintained by 

the Audit Resolution Management Controls Di•"ision 

03B005b N l-269-87-3 lntemal audit resolution case files Documents accumulated in Temporary Cut off at the end of the 
the resolution and implementation of intemal audit fiscal year when all resolution and 
recommendations Included are action plans, documents from folio""'!' actions have been taken 

resolving and implementing recommendations. resolution letters Destroy 2 years after cutoff 
from the Inspector General; closure notices to action offices, and 
related correspondence and reports b Case files maintained by 
Central Office service and staff office management support 
offices and regional offices 

269 15 022 Audit Resolution Case File This series is comprised of reports of the Temporary Cut off at the end of the fiscal 
Destruction Report destruction of the audit resolution case year Destroy 10 years after the latest case 

files to provide a summary reference of file destruction in that report T Ne.•' Record 1)-pe. 
archived case flies that have been 
ldestrovl'd 

269 15 031 Audit Resolution Program 1his series is comprised of records Temporary Cut off at the end of the fiscal 03AOOI NCI-269-82-003 Audit guidance Documents created in preparing, clearing, and Temporary Cut off at the end of the 
Records associated with the planning, budgeting, year wben issued, superseded, or canceled issuing instructions and guides for use by auditors in GSA fiscal year wben superseded or canceled; 

and management of the audit resolution Destroy 3 years after cutoff, or when no internal and contract audits, but not documents relating to destroy 3 years after cutoff 

program Included are audit guidance longer needed for business reference instructions issued under the directives system Included are 
documents, audit summaries for internal purposes. whichever is sooner T record copies of audit guides and instructions. clearance actions. 
use, area audit inspections, administrative and related reports Excluded are copies of audit guides included 
topics related to the audit administration as part of the Audit Case File (03A025) 
program, and related records 

03AOIO NCI-269-82-003 Audit summaries Documents created in preparing and Temporary Cut off at the end of the 
circulating summarized information on the status of andit fiscal year; destroy 3 years after cutoff 
activities, selected audit findings and recommendations, and 
other audit matters Included are periodic audit digests and 

summaries. reports of actions taken as a result of the summaries. 

03AOI5 NCI-269-82-003 Audit plamting Documents created in identifying areas for Temporary Cut off at the end of the 
audit, defining the scope of planned audits, and scheduling fiscal year; hold 2 years and retire to 

audits FRC Destroy 5 years after cutoff 

03A040 NCI-269-82-003 Area audit office inspections Documents accumulated in Temporary Cut off at the end of the 
inspecting the activities of field audit offices for the purposes of fiscal year; destroy 3 years after cutoff 
increasing operational and administrative effectiveness Included 
are inspection reports and related records 

08C055 NCI-269-82 -2 GAO exceptions Documents relating to exceptions taken by Temporary Cut off at end of fiscal year 
GAO as a result of audits after GAO clears the exception; destroy 

I year later 

03A045 NCI-269-82-003 Audit adutinistrative subject flies Documents relating to the Disposable Destroy when superseded 
rouliue operation and administration of the audit function, but not or obsolete 
general administrative files described in Schedule OlB lnchlded 
are pertinent laws. copies of contracts or other authoritative 
documents relating to specific audit functional areas; 
organi2ational charts and functional statements; sut\'eys of 
procedures and controls; statistical tabulations; contractors' 
financial statements; analyses of cost trends; and significant 
findings of prior audits in each functional area Excluded are 
documents filed in the Audit Case File (03A025) 



269.15 - Audit Resolution Program Records 

The group of records is accumulated while controlling and monitoring the resolution and 

implementation of General Accounting Office (GAO) and other external agency audit 

reports, Office of the Inspector General (OIG) internal audit and contract audit reports, 

and related records.  The GSA Audit, Evaluation, and Inspection Program Policy is 

covered in GSA HB, Audit Resolution and Follow-up System (ADM P 2030.2D).  This 

group of records does not apply to documents accumulated in examining or auditing 

internal and contractor operations or by offices whose programs were audited. 

269.15/010 – Semiannual Management Reports to the Congress 

This series is comprised of regular reports made to external agencies (such as the 

Congress, etc.).  This report describes, for that specific reporting period, (1) the 

implementation of the recommendations by GSA Management contained in audit 

reports issued by the Office of the Inspector General (OIG), and (2) a report of 

cases where final action has not been taken on an audit one year after the date of 

the management decision.   

Permanent.  Cut off at the end of the fiscal year after the report is issued.  

Transfer to NARA 15 years after cutoff. 

269.15/011 – Semiannual Management Report to the Congress Records Transfer Reports  

This record describes the transfer of specific reports described in 269.15/010 to 

NARA.  This destruction report identifies by fiscal year, which report has been 

certified as “transferred to NARA” for business reference and recordkeeping 

purposes.   

Temporary.  Cut off at the end of the fiscal year after the report has been issued 

and replaced by succeeding annual reports.  Destroy 15 years after cutoff. 

269.15/021 – Audit Resolution Case Files 

This series contains records accumulated for reference and referral to GAO audits 

and OIG Contract and Internal audits, clearances, and all related audit 

information.  Included are copies of Engagement Letter requests, Audit 

Memorandums, Draft and Final Audit Reports, implementation resolution 

documentation, statuses, and all related records included in the notification, 

development, working, implementation, and resolution of the audit lifecycle.  

These records are arranged often in chronological order. 



Temporary.  Cut off at the end of the fiscal year of the case file closing.  Hold in 

an inactive status for two years and hold in archives for eight years.  Destroy 10 

years after cutoff. 

269.15/022 – Audit Resolution Case File Destruction Report   

This series is comprised of reports of the destruction of the audit resolution case 

files to provide a summary reference of archived case files that have been 

destroyed. 

Temporary.  Cut off at the end of the fiscal year.  Destroy 10 years after the latest 

case file destruction in that report. 

269.15/031 - Audit Resolution Program Records 

This series is comprised of records associated with the planning, budgeting, and 

management of the audit resolution program.  Included are audit guidance 

documents, audit summaries for internal use, area audit inspections, 

administrative topics related to the audit administration program, and related 

records.  

Temporary.  Cut off at the end of the fiscal year when issued, superseded, or 

canceled.  Destroy 3 years after cutoff, or when no longer needed for business 

reference purposes, whichever is sooner. 

 



269.16 - Human Resources Program Records 

This group of records is focused on the activities of a human resources program in the 

recruitment, training, and administrative activities of staff and succession planning, supporting 

special employee programs for internships, details, and executives, and analyzing and forecasting 

on staffing requirements and budgets based on the agencies workload.  These records supplement 

the General Records Schedule and supersede all previously-scheduled GSA records in this area. 

269.16/011 – Training Program Records 

This series of records is concerned with information created in the course of planning, 

administrating, and training of agency employees.  Such records include training needs 

assessments, meetings, focus groups, reports, and related correspondence and records for 

both agency and interagency training activities. 

Disposition:  Temporary.  Cut off at the end of the fiscal year.  Destroy 3 years after 

cutoff.  Longer retention is authorized if needed for business reference purposes. 

269.16/021 – Details, Internships, and Special Employee Program Records 

This series of records is concerned with human resource programs which work with 

segments of employees (details, Executive Services) or special classes of employees 

(such as trainees or interns).  Such records include Executive Resources Board program 

files, opportunity announcements and related budgeting and planning records.  Also 

included are detailee and internship reports, interviews, development plans, assignment 

applications and recommendations, and related correspondence and records. 

Disposition:  Temporary.  Cut off at the end of the fiscal year.  Destroy 3 years after 

cutoff.  Longer retention is authorized if needed for business reference purposes, but no 

more than 10 years after cutoff. 

269.16/031 – Human Resources Program Administrative Records 

This series of records is concerned with the routine activities of a human resources 

program of planning for, hiring, and assessments of agency personnel.  Such records 

include review of position descriptions, employee policy development, staff budgeting 

and planning reports,  staffing reports and forecasts, and related correspondence and 

records.  Also included are appeal and grievance program records, employee rosters, 

workforce analyses and competency model planning, recruitment programs, activities, 

and reports, and related correspondence and records. 

Disposition:  Temporary.  Cut off at the end of the fiscal year.  Destroy 3 years after 

cutoff, unless needed for business reference purposes, but no longer than 10 years. 



RG Series Title Description Disposition Type
Old GSA 
Number

Old Disposition 
Authority

Old Description Disposition

269 17 011 Training Program 
Records

This series of records is concerned with information created in the course of planning, 
administrating, and training of agency employees   Such records include training needs 
assessments, meetings, focus groups, reports, and related correspondence and records 
for both agency and interagency training activities

Temporary   Cut off at the end of 
the fiscal year   Destroy 3 years 
after cutoff   Longer retention is 
authorized if needed for business 
reference purposes

T

12H045 NC1-269-81-5 Interagency and other training   Documents accumulated in assisting in the development and 
conduct of training programs for employees of other Federal agencies, contract employees, 
employees of international organizations, and foreign nationals who are engaged in activities of 
functional interest to GSA   Included are records of meetings and discussions about training 
activities, correspondence reflecting advice and assistance, requests for information and replies, 
and related records

Temporary   Cut off at the end of the 
fiscal year following completion of 
training program or course; destroy 2 
years after cutoff

11E001 N1-269-89-001 Correspondence management training files   Documents relating to conduct of training sessions 
in corresondence preparation and format standards and related correspondence management 
subjects   Included are requests for, notifications of, and arrangements for training; number of 
people trained; and similar records

Cut off annually, destroy when 1 year old

11E005 N1-269-89-001 Correspondence management training materials   Documents related to the preparation and use 
of training materials on format standards and other correspondence management subjects   
Included are outlines, texts, handouts, training aids and related records

Destroy when superseded or obsolete

12H010  NC1-269-81-5 Training courses and programs   Documents accumulated in establishing and conducting training 
courses and programs, and courses of instruction for employees; and negotiating with OPM, 
other Federal agencies, and non-Government organizations for the establishment and provision of 
training courses and programs   Included are contracts, agreements with outside agencies or 
organizations, records of meetings and discussions, course outlines, program instructions, and 
related records

Temporary   Cut off at the end of the 
fiscal year when superseded, training 
program or course is completed, or 
contract is terminated   Destroy 2 years 
after cutoff

12H015a     NC1-269-81-5 Federal executives training:  List of selectees   List of selectees Disposable   Maintain list of selectees 
until no longer needed

12H015b    NC1-269-81-5 Federal executives training:  Invitations to submit candidates   Invitations from program 
sponsors to GSA to submit names of candidates, letters of application, recommendations, 
selection and rejection of candidates, personnel summaries, and related records

Disposable   Cut off at the end of the 
fiscal year; destroy 2 years after cutoff

12H025 NC1-269-81-5 Training needs and plans   Documents accumulated in conducting studies to determine training 
needs, developing plans for training, and recording major accomplishments   Included are 
progress reports, studies, correspondence, and related records

Disposable   Cut off at the end of the 
fiscal year; destroy 3 years after cutoff

12H035    NC1-269-81-5 Training facilities and equipment    Documents accumulated in the acquisition and use of training 
and conference rooms and training equipment   Included are purchase requisitions, descriptive 
literature, and related records

Disposable   Destroy when superseded or 
obsolete

12H040   NC1-269-81-5 Training manuals and materials   Copies of training materials created and developed for courses 
or sessions   Included are lesson plans, workbooks, a copy of each syllabus, textbooks, handouts, 
training aids and related records

Disposable   Destroy when superseded or 
obsolete

12H001     NC1-269-81-5 Training administrative files    Documents created in the general administration of employee 
training programs   Included are inventories of available training resources, requests for 
information on training activities, and related records not described elsewhere in this appendix

Disposable   Cut off at the end of the 
fiscal year; destroy 2 years after cutoff

269 17 021

Details, 
Internships, and 
Special Employee 
Program Records

This series of records is concerned with human resource programs which work with 
segments of employees (details, Executive Services) or special classes of employees 
(such as trainees or interns)   Such records include Executive Resources Board 
program files, opportunity announcements and related budgeting and planning records   
Also included are detailee and internship reports, interviews, development plans, 
assignment applications and recommendations, and related correspondence and 
records

Temporary   Cut off at the end of 
the fiscal year   Destroy 3 years 
after cutoff   Longer retention is 
authorized if needed for business 
reference purposes, but no more 
than 10 years after cutoff

T

12G001  NC1-269-81-4 GSA Executive Resources Board activities files   Documents created as a result of meetings of 
the GSA Executive Resources Board   These meetings are held to direct and review the 
Executive Resources Program and recommend changes in the program   Included are agenda, 
minutes and reports of meetings, lists of members, and other documentation of discussion held or 
actions taken

 Temporary   Cut off at the end of the 
fiscal year, hold 3 years and retire to 
FRC   Destroy 5 years after cutoff

12G005     NC1-269-81-4 Program planning and promotion   Documents accumulated in the development and execution of 
plan for the operation of the career executive development program   Included are documents 
used in announcing and promoting the program and arranging for the allocation of funds or 
facilities, and related records  

Disposable   Destroy when superseded or 
obsolete

12H020a    NC1-269-81-5 Individual trainee files   Documents accumulated to record personal data and progress of 
individual employees participating in the management intern or upward mobility program or 
other formal professional, technical, or clerical training program under a training agreement   
Included are evaluations, correspondence, and other papers showing progress of trainees; 
training timetables; and similar information as well as semiannual ADP listings of training 
courses attended by individual trainees, and related records  a   Management interns and other 
trainees   Records of management interns and other trainees

Temporary   Cut off at the end of the 
fiscal year following completion of 
training; destroy 3 years after cutoff

12H020b  NC1-269-81-5 Individual trainee files   Documents accumulated to record personal data and progress of 
individual employees participating in the management intern or upward mobility program or 
other formal professional, technical, or clerical training program under a training agreement   
Included are evaluations, correspondence, and other papers showing progress of trainees; 
training timetables; and similar information as well as semiannual ADP listings of training 
courses attended by individual trainees, and related records   b   ADP listings

Disposable   Destroy when no longer 
needed

12E060   NC1-269-81-4 Details   Documents accumulated in receiving and acting on requests for approvals of temporary 
assignment of GSA employees to other offices within GSA, to other Federal agencies, to 
congressional committees, or to world organizations without change in civil service status or pay 
status   Included are requests for personnel actions, requests for extension, referrals, and related 
records

Disposable   Cut off at the end of the 
fiscal year; destroy 2 years after cutoff

269.16 - Human Resources Program Records
This group of records is focused on the activities of a human resources program in the recruitment, training, and administrative activities of staff and succession planning, supporting special 
employee programs for internships, details, and executives, and analyzing and forecasting on staffing requirements and budgets based on the agencies workload.  These records supplement 
the General Records Schedule and supersede all previously-scheduled GSA records in this area.



RG Series Title Description Disposition Type
Old GSA 
Number

Old Disposition 
Authority

Old Description Disposition

12G015  NC1-269-81-4 Executive assignment applications   Documents pertaining to individual candidates for, or 
members of the GSA Senior Executive Service   Included are applications, recommendations, 
documents reflecting performance evaluations, assignments, and related records

Temporary   Place in inactive file 
following separation from the agency; cut 
off at end of fiscal year   Destroy 3 years 
after cutoff

05A005 N1-269-90-3 GSA Contracting Intern Program   Temporary   Cut off when Contracting 
Intern Program is completed; destroy 1 
year after cutoff

269 17 31

Human Resources 
Program 
Administrative 
Records

This series of records is concerned with the routine activities of a human resources 
program of planning for, hiring, and assessments of agency personnel   Such records 
include review of position descriptions, employee policy development, staff budgeting 
and planning reports,  staffing reports and forecasts, and related correspondence and 
records   Also included are appeal and grievance program records, employee rosters, 
workforce analyses and competency model planning, recruitment programs, activities, 
and reports, and related correspondence and records

Temporary   Cut off at the end of 
the fiscal year   Destroy 3 years 
after cutoff, unless needed for 
business reference purposes, but no 
longer than 10 years

T

08H035a    NC1-269-76-2 Employment records    Documents created in reporting information on employment of review and 
use in developing staffing and financial data   Included are reports of filled positions, reports of 
paid employment, and related records    a   Responsible budget office copies   

Disposable   Destroy when superseded or 
obsolete

08H035b(1) NC1-269-76-2 Employment records    Documents created in reporting information on employment of review and 
use in developing staffing and financial data   Included are reports of filled positions, reports of 
paid employment, and related records  b   Report copies   Copies of reports of filled positions, 
reports of paid employment, and related records maintained in offices other than the Budget 
Office   (1)  Filled position reports   

Disposable   Cut off at end of fiscal year   
Destroy 1 year after cutoff

08H035b(2)  NC1-269-76-2 Employment records    Documents created in reporting information on employment of review and 
use in developing staffing and financial data   Included are reports of filled positions, reports of 
paid employment, and related records  b   Report copies   Copies of reports of filled positions, 
reports of paid employment, and related records maintained in offices other than the Budget 
Office   (2)  Paid employment reports  

Disposable   Destroy when superseded or 
obsolete

11A020 N1-269-87-004 Position management files   Documents created in conducting position management reviews, 
developing policies, procedures, and standards governing position management, and developing 
staffing patterns

Disposable   Cut off annually; destroy 
when 5 years old if the program official 
approves

12A015 NC1-269-81-04 Military reserve status files   Documents created in reviewing the reserve status of "key" 
employees and in certifying their essentiality to the responsible military service for determination 
of removal of their reserve status   Included are statements of military reserve status and 
certificates of essentiality, reserve reports, and related records

Cut off annually, destroy when 6 months 
old

12G025   NC1-269-81-4 Executive manpower staffing goal files   Documents created to record the number of high-
potential midmanagers and incumbent executives required to ensure qualified executive 
replacements   Included are routine and special reports, evaluation studies, individual career 
plans, pamphlets, agenda and minutes of meetings, and related records

Disposable   Destroy when superseded or 
obsolete

12G030     NC1-269-81-4 Executive manpower program files   Documents created in reviewing the GSA Executive 
Resources Program and recommendations to the Administrator, assessing executive capability, 
establishing priorities, and related activities   Included are correspondence on executive inventory 
lists, applications assignments, and related records

Temporary   Cut off at the end of the 
fiscal year, hold 3 years and retire to 
FRC   Destroy 8 years after cutoff

02C060     NC1-269-78-
001

Rosters    Documents accumulated in the preparation and maintenance of rosters of GSA 
employee names, telephone numbers, addresses, or other data   Included are page changes, key 
personnel lists, certifications, and related records

Disposable   Destroy when superseded or 
obsolete

12A010 NC1-269-81-04 Appeal and grievance examiner designations   Documents accumulated in selecting and 
designating appeal and grievance examiners   Included are recommendations for training, 
approvals, appointment and related records, but not appeal and grievance case records

Cut off annually, destroy when 4 years 
old

12E055   NC1-269-81-4 Examinations   Documents created in coordinating GSA employment requirements with the 
Office of Personnel Management Board of Examiners in order that examinations may be 
established, opened, or revised   Included are recommendations, comments, and related records

Temporary   Cut off at the end of the 
fiscal year; destroy 2 years after cutoff



269.17 Security Records  

This group of records is concerned with activities required by statute or directive to support the 
National Infrastructure Protection Plan, Federal Protective Services activities, Emergency and 
Continuity of Operations (COOP) activities, identity, credentialing and access management, 
personnel security and safety, industrial and information security.  Such support includes 
planning, testing, developing policies, and resolving situations where the personnel, government 
assets (property, vehicles, etc.) are potentially endangered.  These records supersede all 
previously-approved GSA schedules where they do not conflict with the General Records 
Schedule. 

269.17/010 – Security Report Records 

This series of records focuses on the collection and reporting of Security programs within 
GSA’s facilities, information safety coordination of the Information Safety Operating 
Office (ISOO), inspection reports, regulations, correspondence and related records. 

Disposition:  Permanent.  Cut off at the end of the fiscal year when the report or 
regulation is published.  Transfer to NARA 15 years after cutoff. 

269.17/021 – Security Program Management Records 

This series of records focuses on the routine records that are created in the course of managing 
GSA’s Security program.  Such records include emergency notification records, special projects, 
interagency meetings, surveys, focus group activities, forums, feedback, correspondence, and 
related records.  The sensitive nature of these records necessitates a record type for these program 
records. 

Disposition:  Temporary.  Cut off at the end of the fiscal year or when superseded or obsolete.  
Destroy 5 years after cutoff.  Longer retention is authorized for business or reference purposes, 
but no longer than 10 years. 



269.17 - Security Program Records 

RG Series Title Descriptio II 

This series of records focuses on the collection and 
reporting of Security programs within GSA's facilities, 

26917 010 Security Report information safety coordination of the Information 
Records Safety Operating Office (ISOO), inspection reports, 

regulations, correspondence and related records 

This series of records focuses on the routine records 
that are created in the course of managing GSA's 

Security Program Security program Such records include emergency 

26917 021 Management notification records, special projects, interagency 

Records 
meetings, surveys, focus group activities, forums, 
feedback, correspondence, and related records The 
sensitive nature of these records necessitates a record 
tvDe for these orogram records 

This group of records is concerned with activities required by statute or directive to support the National Infrastructute Protection Plan, Federal Protective Services 
activities, Emergency and Continuity of Operations (COOP) activities, identity, c.redentialing and access management, personnel security and safety, industrial and 
information security Such support includes planning, testing, developing policies, and resolving situations where the personnel, government assets (property, 
vehicles, etc ) are potentially endangered These records supersede all previously-approved GSA schedules where they do not contlict with the General Records 
Schedule 

Dispositiou Type 
Old GSA Old Dispositiou 

Old Descripliou Old Dispositiou Number Aulhoritv 
Cut off at the end of the fiscal 16B045 NCJ-269-84-{)3 Agency information security program data Included Permanent Cut off annually, Transfer 
year when the report or are copies of Standard Form 3JJ's, Agency Information to FRC when 6 years old Offer to 
regulation is published p Security Program Data, showing statistical data related NARA when I 0 years old in 5 year 
Transfer to NARA 15 years to the information security program blocks 
after cutoff 

16B075a NCJ-269-84-3 Special projects Documents accumulated from ISOO's Permanent Cut off at end of fiscal 
oversight of the govemmentwide information security year Transfer to FRC 4 years after 
program to detect any problem areas or develop cutoff Transfer to NARA 10 years 
improvements for the system from participation in a after cutoff in 5-year blocks 
task force They include documents accumulated as a 
resuh of such task forces a Final reports accumulated 
from ISOO's oversight of the govemmentwide 
information security program to detect any problem 
areas or develop improvements for the system from 

' ;n ' to<lr fn<N" 

16B050a NCJ-269-84-{)3 Interagency meetings Included are minutes of Permanent Cut off annually, transfer 
interagency meetings and related records These to FRC when 4 years old Offer to 
meetings are convened and chaired by the ISOO NARA when I 0 years old in 5 year 
director a Summaries blocks 

16B065 NCI-269-84-{)3 Agency security files Documents resuhing from Permanent Cut off annually, transfer 
monitoring executive branch agencies in the to FRC when 4 years old Offer to 
govemmentwide information security programs NARA when I 0 years old in 5 year 
Included are inspection reports, regulations, blocks 

and•~"•~· ~"' 
Cut off at the end of the fiscal 16B070 NCI-269-84-{)3 Special reports Documents furnished to ISOO because Temporary Cut off at the endof the 
year or when superseded or of its oversight interest in the information security fiscal year Destroy 5 years after 
obsolete Destroy 5 years after program cutoff 
cutoff Longer retention is T 
authorized for business or 
reference purposes, but no 
longer than I 0 years 

16B075b NCI-269-84-3 Special projects Documents accumulated from ISOO's Temporary Cut off at end of fiscal 
oversight of the govemmentwide information security year Destroy 5 years after cutoff 
program to detect any problem areas or develop 
improvements for the system from participation in a 
task force They include documents accumulated as a 
resuh of such task forces b Working papers 
accumulated from ISOO's oversight of the 
govemmentwide information security program to detect 
any problem areas or develop improvements for the 
system from participation in a task force 

IIC020 Nl-269-91-001 Emergency notification records Emergency notification Destroy when superseded or obsolete 
instructions and lists of those to be notified in event of a 
national security emergency, covering key persons in the 
services and staff offices, those performing backup 
functions, and contractors providing related services, 
etc 

16B050b NCI-269-84-{)3 Interagency meetings Included are minutes of Cut off annually; destroy when 5 years 
interagency meetings and related records These old 
meetings are convened and chaired by the ISOO 
director b Other records 



352.1 Information Technology Services to Other Agencies 

GSA Supports a variety of Information Technology Services to federal agencies.  Such services 
include hosting an email service, publishing federal IT standards and specifications, providing a 
service desk or call center to support a given technology, assisting in the compilation of a 
common service for all federal agencies or other similar services.  Formerly referred to as “ADP” 
or “automated data processing” services, this has been renamed to “Information Technology” 
services to encompass the variety of platforms, technologies, and software that are brought to 
bear on this function. 

352.1/011 – Interagency IT Service Agreement Records 

This series of records is focused on the arrangements, service level agreements, and terms used 
to supply IT services to non-GSA clients.  Such records include IT Service Agreements, Service 
Level Agreements (SLAs), Authority To Operate (ATO) Memorandums, Memorandums of 
Understanding or Agreement, delegations of authority, modifications, correspondence, and 
related records. 

Temporary.  Cut off at the end of the fiscal year when the agreement is completed.  Destroy 10 
years after cutoff. 

352.1/021 – Interagency IT Service Hosting Program Records 

This series of records is concerned with setting up and managing an information technology 
service or call center for non-GSA clients.  Records include reference and resource 
documentation used to support the service, helpdesk transactions and reports and 
recommendations, correspondence, and related records. 

Temporary.  Cut off at the end of the fiscal year.  Destroy 5 years after cutoff. 

352.1/031 – IT Universal Standards and Specifications 

This series of records is concerned with the preparation, coordination, approval, maintenance and 
cancellation of information technology standards and specifications applied in sponsoring 
interagency IT services.  Included are papers, lists of approved standards, industry standards and 
specifications, federally-adopted standards, standards and review committee materials, 
correspondence, and related records. 

Temporary.  Cut off at the end of the fiscal year when the standard or specification is superseded 
or no longer needed, or when the committee is disbanded.  Destroy 5 years after cutoff. 

352.2 – Information Hosting Records 

This group of records is focused on the information services that GSA provides to others outside 
of GSA.   Such activities include building and managing a federal information center, creating 



and maintaining web content for both the public and outside the agency, and related records in 
developing and managing such a program.  

352.2/011 - Publicly-posted Information 

This series is concerned with information posted both for audiences inside and outside the 
agency.  Included are unscheduled web content, public dialogues such as forums, surveys, and 
comment postings, regulatory or statutorily mandated public postings, and related records. 

Temporary.  Cutoff at the end of the fiscal year in which the posting becomes superseded, 
obsolete, or canceled.  Destroy 3 years after cutoff.  Longer retention is authorized if needed to 
comply with other authorities.  For information where the official record is kept separate from 
this posted information, the official record will be retained in accordance with the related record 
type schedule.  For all other public content, this record type will apply. 

352.2/012 – Information Service Program Management Records 

This series of records is concerned with creating and managing an information resource for use 
or reference by the public and/or federal agencies in carrying out their work. Included are 
Federal Information Resources such as Data.gov and USA.gov, change management decisions, 
planning documents, promotional materials, review reports, and related records. 

Temporary.  Cut off at the end of the fiscal year.  Destroy 3 years after cutoff.  Longer retention 
is authorized if required for statutory or authoritative reasons. 



RECORDS FILE PLAN AND INVENTORY 

This form is to be used to capture Information on the records and non-reCO!ds In an office and II wll help aid in creating an office's File Plan. Once lhls form Is 
fiHed out, it will serve as an office's file plan. See Page 2 for instructions. 
1. Preparer 

a. Name b. Telephone Number 
Rhonda Oapp 816-926-5335 

c. E-mai Address d. Date of Inventory 
rttonda.aapp@gsa.gov 81612014 

3. Preparer's Supervisor 

a. Name b. Date 
Scott Royster 8/6/2014 

c. Signature 
us ~.....,..,uo~ 

Govem 
OH: C • USO • UI a... ........ ou . c.n...t'-"*-M ...... "*-" 
0..: 20'1401.1• U0704•0SW' 

ment 

5. Record DispoSition Information 

Record Number 
1 

(a) Record Symbol 
01A001 

(c) Records Series Title (Record Nsme) 
Finding atdslinclexea 

(d) Records Description 

2. Offl08 

a. Office Maintaining the Records 
Office of the Chief Fmancial Officer 

b. Office Division 
Office Of Financial Policy and Operations - BC 

c. Service Center (Regions Only) 
BCE 

4. Recorda Management Coordinator (RMC) (Approver) 
a. Name 
Aman Sinthomtham 

c. Signature 

ARNAN SINTHORNTHAM 

(b) NARA Disposition Authority 
GRS 23109 

~~·Date 
8/1412014 

OIMf ......, "r A/IIWIN IINTHOfiaii'TtWII 
DH..,_UII,e•U I ~•...C..-.J&enCn............._ 
..-MHAH lllf1HOAHJHM4. 
OP Z)U lt::IDXIO 100 11•<4101Htc1213321t 
Dill 2'0-14~.14 t7,M1t .OfUJ 

Finding aidslindexes. Indexes, lists, registers and other finding aids in hard copy or electronic form used only to provide access to records authorized for 
destruction by this handbook. Exduded are records containing abstracts or olhef information that can be used es an infonnalion so urea epart from the related 
records. 

(e) Disposition lnsltuclions 
Destroy or delete with the related records or when no lonoer needed. 

(f) Format of Records (g) Records Location 
Electronic - Stored on a Shared Drive only J:IBCE\Shared Divisionai\AII Associate lnfo\BCE Flies Plans 
GENERAL SERVICES ADMINISTRATION GSA 2039 (REV. 51201'1 Page 1 of 2 



5. Record Dlspo&ltion Information 
------------------------~~~---------------------------------------

Record Nurrber (a) Record Symbol (b) NARA Disposition Authority 

2 08A001b GRS 06105b 

(c) Records Series Title (Record Name) 
Accounting administrative files. 

(d) Records Description 
Corre5pondence, reports and data relating to voucher preparation, administrative audit. and other accounting and disbursing operations. 

b. All other lies. 

(e) Disposition Instructions 
Temporary. Cut off at the end of the fiscal year. destroy 3 years after cutoff 

(f) Format of Records 
Electronic - Stored on a Shared Drive only 

Record Number (a) Record Symbol 
3 08C005 

(c) Records Sertes Title (Record Nama) 
Contract officers' copy files. 

(g) Records location 
J:\BCE\BCED 

(b) NARA DlsposlUon Authority 
NC1-269-82-2 

(d) Records Description 
Copies of contrads: memorandum copies of vouchers: and copies of Invoices, purchase orders, gasoline sales tickets, neceivlng reports, and other payment 

documents on paper or mlcroflm, but not documents required for GAO site audit payment files or transportation document files. 

(e) Disposition Instructions 
Temporary. Cut off at end of fiscal year. Destroy 3 years later or after audit by GAO, whlcllever is earlier. 

(f) Format of Records 
Other 

GENERAL SERVICES ADMINISTRATION 

(g) Records location 
Pegasys and lmageNow 
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5. Record Disposition Information 
- -::----,--,--

Record Number (a) Record Symbol 
4 08F021 b( 1 )(a) 

(c) Records Series Title (Recotd Name) 
(1) Leave application r•e. 

(d) Records Description 

(b) NARA OisposiUon Authority 
GRS02/06a 

(a) If timecard (GSA Form 3575) has been initialed by the employee. 

(e) Disposition Instructions 
Disposable. Destroy SF 71, Application for Leave, or other leave app~cation, at end of applicants pay period. 

(f) Format of Records 
Other 

Record Number 
5 

(a) Record Symbot 
08F021 b(2)(b) 

(c) Records Series Title (Recotd Name) 
(2) Time and Attendance report files. 

(g) Records Location 
Authonzed Leave & Overtime He_, Application (ALOHA) 

(b) NARA Disposition Authority 
GRS 02/07 

(d) Records Descripllon 
(b) Time and attendance source records, including flexitime registers. AI time and attendance records upon which leave input data Is based, sucll as time or 
sign-in sheets; time cards (such as OF 1130); ftexitime records; leave appHcations for jury and militatY duty; authoriZed premium pay or overtime, maintained at 
duty post. upon which leave input data is based. 

(e) Disposition Instructions 
Temporary. Cut off at the end of the leave year; destroy 6 years after cutoff or after GAO audit, whichever occurs flrsL 

(f) Format of Records (g) Records location 
Electronic - Stored on a Shared Drive only J:\BCE\BCED\General Branch-Share\Timecards 
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5. Record Disposition lnfonnatlon 

Record Number (a) Record Symbol 
6 06F021 b(2)(c) 

(c) Records Series Tille (Record Name} 
(2) Time and Attendance report files. 

(d) Records Descripllon 

(b) NARA Disposition Aulhority 
GRS 02107 

(c) Time and attendance Input records. used to Input time and attendance data Into a payroB system 

(e) Disposition Instructions 
Temporary. Cut off at the end of the leave year; destroy 6 years after cutoff or after GAO audit, whichever occurs first. 

(f) Format of Records 
Electronic· Stored on a Shared Drive only 

Record Number (a) Record Symbol 
7 12H025 

(c) Records Series Title (Record Name) 
training Needs and plans 

(d) Records De&eripUon 

(g) Records Location 
J:\BCE\BCED\General Branch-Share\Timecards 

(b) NARA Disposition Authority 
NC1-269-81-5 

Documents accumulated in conducting studies to detennine training needs, developing plans for training, and recording major accomplishments. Included are 

progress reports, studies, correspondence and related records. 

(e) Disposition Instructions 
Disposable. Cut off end of fiscal year. Destroy 3 years after cutoff. 

(f) Format of Records 
Other 

GENERAL SERVICES ADMINISTRATION 

(g) Records Location 
lOP Enterprise Tool • Salesforce 
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RECORDS FILE PLAN AND INVENTORY INSTRUCTIONS 

This fonn Is to be COIJ'9Ietod by all Records Custodians (GSA employees) and sent to the deslgnalod Records Management Coordinator (RMC). The RMC wiH review and forward lhls form 
to lhe designated Senior Records Officers (SRO). Fil oul a fine Item for every record set1es. 

Important Noto. You must use the GSA Disposition Schodukl found at hltos·/Ansile gsa goy{QllrtaltgetMedjaOata?medlald•614lUQ to fil out and complete this fomt. Do NOT use the PDF 
version to copy and pasle from. 

A records senes is the grouping of records as it retales documenls or information being grouped by a particular subject« function, resulting from the same activity, documenling a speCific 
kind oflransactlon, regardless of physical form o.e. paper, micro(ldle. digital photograph, MS Word do<XJment. eledronic, etc.), or that have some O(hor rolationship arising out of their 
creaUonlrecelpt or use. 

Flold 1. Type Prepator Information: name, lelephone number, e-mail address and dale of inventory. 

Field 2(a). Type I he name ol the olfice maintaining I he records. 

Field 2(b). Type your Division or SONice Cenler name. Do NOT use symbol abbreviations or acronyms. Type lhe name out in lis entirely. 

Field 3. This form needs co be reviewed by you're a custOdian's supervisor and lhe supeNisor's name and slgnalure need to go Into lllls fled wfth the dale. 

Field 4. This form needs to be reviewed by the R8CO<ds Management Coordinalor (RMC). Pullhe RMC's name and have !hem sign and date !his field. 

Field 5. Records Olsposllion lnformallon 

Field 5(a). The Records Symbol comes from GSA's record schedule. A Records Symbol example Is 2A 10SC. If you do not know the Records Symbol pul "unknown". 

Field 5(b). The General Records Schedule (GRS) number iS fOIMld in the records symbol tiUe in GSA's Records Schedule. This v.411 be lhe number in parentheSis such as 
(GRS 14/13b) or (NI-269-89-2). 

Field 5(c). Records Series Tllle (records name), pullhe name of the record as named from GSA's File Plan (Records Disposition Schedule) or the General Records 
Schedule (GRS). 

Field 5(d}. Provide one or two sentenoes describing lhe record's purpose. The description Should contain enough Information to ehow lhe pwpose, uae and subject 
oontenl of lhe records. 

Some guidelines to follow in describing VOIK records: 
(a) Avoid emphasizing form numbers, especially when desaiblng case fdes. 
(b) AVOid terms, such as "mmsceeaneous" or "Vaalous; lllat add nolhlng to the desa1plion. 
(c) Give special attention to desaibfog your records. and 
(d) Wlen In doubl; more InformatiOn is best. 

Field 5(e). FOI' example: Tempon~ry. CeSlroy 6 years alter final action by GSA or after final adjUdic:alion by lhe courts, whichever Is later. n you do not know lhe 
disposition inslruc;tion put •unknown." Howewr, if you know I hat the records are new and are not scheduled pul "unsdleduled". Feel free to consul wf1h your designated Records 
Management Coordinator (RMC) for help. 

Field 5(1). The rorma1 of the recordS relates to tile medium lype, suCh as are llle records paper, eledronic, bOolc. Microtilm, etc. 

Fltlld 5{g). Provide lhe locallon of where lhe recon:ls are tocated.lf !hey are paper records, provide the room numbef' or room atea whete lhe records can be found. If the 
records ate eleelronic, provide the file piiUllocation ol where they can be found. For example H:\CIO Shate_OrivellCMecoros\Project FOlder 
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RECORDS FILE PLAN AND INVENTORY 

This form Is to be used to capture Information on the records and non-records In an office and it will help ald In creating an office's Flle Plan. Once this form Is 
filled out, It wil serve as an office's lite plan. See Page 2 for lnstruct.ions. 
1. Preparer 

a. Name b. Telephone Number 
Judy Gonzales 816-926-7063 

c. E-mail Address d. Date of Inventory 
judy .gonzales@gsa.gov 81612014 

3. Preparel's Supervisor 

a. Name b. Dale 
Scott Royster 8/612014 

c. Signature 
us o.a--.. .,._," \14 o.. ......... 

M C. • UIO • UI ._.._.OU •~s.Mcft~ 
Govom OM 20t4. t 4 U OI U OS'OCr 

m..,t 

5. Record Disposition Information 

Record Number (a) Record Symbol 
1 01A001 

(c) Records Series Title (Record Name) 
Finding aids/indexes 

(d) Records Description 

2. Offlce 

a. Office Maintaining the Records 
Office of the Chief Financial Officer 

b. OffiCe Division 
Office Of Financial Policy and Operations - BC 

c. Service Center (RegiOns Only) 
BCE 

4. Records Management Coordinator (RMC) (Approver) 

a. Name 
Aman Slnthomtham 

c. Signature 

ARNAN SINTHORNTHAM 

(b) NARA Disposition Authority 
GRS 23109 

~ ~-Date 
8/14/2014 

~ ....... tltMHNf GIHTIIORtm~ 
DH t.-.Ul . ... U l c--.t,-c..-•a-...----...._, 
. ..... JWi aN1.., ....... 
• • D4l t t::IIIXD tciD 1 t..oeot~ 
Olll li!4G8t4 t•IO~.orGI7 

Finding aids/indexes. Indexes, Isis, registers and other finding aids in hard copy or electronic form used only to provide access to records authorized for 
destrudlon by this handbook. Excluded are records containing abslrllds or other information that can be used as an information source apart from the related 
records. 

(e) Disposition Instructions 
Destroy or delete with the related records or when no longer needed. 

(f) Format of Records (g) Records Location 
Electronic - Stored on a Shared Drive only J:\BCE\Shared Dfvfslonai\AII Associate lnfo\BCE Flies Plans 
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5. Record Disposition Information 

Record Number (a) Record Symbol 
2 08A001b 

{c) Records Series Title (Record Name) 
Accounting administratiVe files. 

(d) Records Dewiption 

(b) NARA Disposition Authority 
GRS 06105b 

Correspondence, reports and data relating to voucher preparation, administrative audit, and other accounting and disbursing operellons. 
b. AI other files. 

(e) Disposition Instructions 
Temporary. Cut off at the end of the fiscal year, destroy 3 years after cutoff 

(f) Format of Records 
Electronic • Stored on a Shared Drive only 

Record Number (a) Record Symbol 
3 08C005 

(c) Records Series Title (Record Name) 
Contract offiCers' copy tiles. 

(d) Records Descripbon 

(g) Records Location 
J:\BCE\BCED 

(b) NARA Disposition Authority 
NC1-269-82-2 

Copies of contracts; memorandum copies of vouchers; and copies of invoices, purchase orders, gasolne sales tickets, receiving reports, and other payment 
documents on paper or microfilm, but not documents required for GAO sUe audit payment files or transportation document Illes. 

(e) Disposition Instructions 
temporary. Cut off at end of fiscal year. Destroy 3 years later or after audit by GAO, whichever Is earlier. 

(f) Format of Records 
Other 

GENERAL SERVICES ADMINISTRATION 

(g) Records location 
Pegasys and lmageNow 
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5. Record Disposition Information 

Record Number 
4 

(a) Record Symbol 
08F021b(1)(a) 

(c) Records Series Title (Recotd Name) 
(1) Leave application file. 

(d) Records Descriplion 

(b) NARA Disposition Authority 
GRS02106a 

(a) If timecard (GSA Form 3575) has been Initialed by the efll>loyee. 

(e) Disposition Instructions 
Disposable. Destroy SF 71, Application for Leave, or other leave application. at end of applicants pay period. 

(f) Format of Records 
Other 

Record Number 
5 

(a) Record Symbol 
08F021 b(2)(b) 

(c) Records Series Title (Recotd Name} 
(2) Time and At1endanca report files. 

(g) Records Location 
Authorized Leave & Overtime Help Application (ALOHA) 

(b) NARA Disposition Authority 
GRS 02107 

(d) Records DesCIIplion 
(b) Time and al1endance source records, including fteldtime registers. All time and attendance records upon which leave input data Is based, such as time or 
sign-in sheets; lime cards (such as OF 1130); flexltlme records; leave applications tor jury and military duty; authorized premium pay or overtime, maintained at 
duty post, upon which leave input data is based. 

(e) Disposition Instructions 
Temporary. Cut off at the end of the leave year; destroy 6 years after cutoff or after GAO audit, whichever occurs first. 

(f) Format of Records (g) Records Location 
Electronic - Stored on a Shared Drive only J:\BCE\BCED\General Branch-Share\ Timecards 
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5. Record Disposilion Information 

Record Number (a) Record Symbol 
6 08F021 b(2)(c) 

(c) Records Series Title (Record Name} 
(2) Time and Attendance report files. 

(d) Records Description 

(b) NARA Disposition Authority 
GRS 02107 

(c) Time and attendance Input records. used lo Input time and attendance data into a payroll system 

(e) Disposition Instructions 
Temporary. Cut off at the end of the leave year, destroy 6 years after cutoff or after GAO audit, whichever occurs first. 

(f) Format of Records 
Electronic - Stored on a Shared Drive only 

Record Number (a) Record Symbol 
7 12H025 

(c) Recoros Series Title (Record Name) 
Training Needs and plans 

(d) Recoros Description 

(g) Records Location 
J:\BCE\BCED\General Branch-Share\Timecerds 

(b) NARA Disposition Authority 
NC 1-269-81-5 

Documents accumulated In conducting studies to determine training needs, developing plans for training, and recording major accomplishments. Included are 

progress reports, studies, correspondence and related records. 

(e) Disposition Instructions 
Disposable. Cut off end of fiscal year. Destroy 3 years after cutoff. 

(f) Format of Recoros 
Other 

GENERAL SERVICES ADMNISTRAnON 

(g) Records location 
lOP Enterprise Tool- Salesforce 
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RECORDS FILE PLAN AND INVENTORY INSTRUCTIONS 
This loon Is to be co~lotOd b'f al Roconls Custodlooa (GSA employoos) and sent to tho do, lgnated Reoords Management Coordlnalor (RMC). The RMC wll review and forward INa form to the designated Senior Reconls Olfcers (SRO). Fll out a ine • • m fOf every record series, 

lmponant Note You must use the GSA DispoSition Schodule found at bl~e~~.t1AI/gD_!MwlllllAII1n!ldialdc61 4!110 to fil out and C0f11111ele this form. Do NOT use the POF vt111on to copy and paste rrom. 

A records series is tho grouping of records as il relatos dO<:Umonts"' information being grouped b'f a particular subject or function, resulting from the same aetivily. documenting a speclflc lclnd oltransac:tlon, rC1Jardless oC physk:al form Q.e. paper. mlaofldle, digital phot<I!Japh, MS Word document electronic. etc.). or that have some Oilier rel&tionshlp ansing out of their aeallon/recelpt or use. 

Flold I . Type PrepatOr lnlorma«lon: namo, telephone number, e-mail address and date of Inventory. 

Field 2(a). Type the name olthe olfoce matnlainlog the reconls. 

Field 2(b). Type your OMiion or Service Center name. Do NOT uS<t symbol abbnl'ilallons or aaonyms. Type the name oulln fts enfraty. 

Field 3 This form needs to be rev~ b'f you're a cus1odlan's supervisor and the supervlsofs name and signature need to go into this nled with the date. 

Field 4, This form needs to be reviewed b'f the Rocords Management Coordinator (RMC).. Put tho RMC's name and have them sign and dale this field. 

Field 5. Records Oliposltlon lnlormallon 

Field S(a). The Reconls Symbol comes from GSA's record schedUle. A Records Symbol exallllla Is 2A IOSC. n you do not know the Reconls Syrmol put "unknown•. 

Field 5(b). The General Records Sche<klle (GRS) number is found in the recorda symbol Ude in GSA's Records Schedule. This will be lhe number In parenthesis SUCh as (GRS 14/13b)or(N1-269-39-2). 

F'M!Id 5(c). Records Series TiUe (records name), put the name ollhe record as named rrom GSA's Fie Plan (Records Olsposrtion Schedule) «the General Records Schedule (GRS). 

Field 5(d). Prolllde one or 1WO senlellces desalblng the record's purpose. The desaiption should QOIItaln enough Information to show the purpose, use and subject QOIIIent of the records. 

Some guldeines to follow In desaibing your~: 
(a) Avoid emphaSIZing form numbers, especially when desalblng case Nos. 
(b) Avoid Wins, such as "ml~s" or"vwious." that add nothln9lo lie desaiption. 
(c) Gille speoalaKenlion lo describing your records, and 
(d) Wlen In doubt; more inCormallon Is best 

Field 5(e). For example: TelllpGfary. Destroy 8 years after tlnal action b'f GSA or alter final adjudication b'f the courts, whid>ever is later. If you do not know the dispolillon Instruction put "unknown.• However, If you know that the recotds are new and are not achedu1ed put "oosclleduled". Feel tree 10 QOIISUl woth your designated Records Management Coordinalor (RMC) for help. 

Field 5(1). The format of the records relates to lhe medium type, such as are the reoonls paper, electronic, book, l\lia'olllm, etc. 

F.eld 5(g). Provide the tocaUon of where fie records are locaced. If they are paper records, provide the room number« room !Ilea where the records can be found. If the records are elecWnlc, proVIde the tile path tocalion of where lhey can be found. For e..,... H:\CIO Share_Oriva\ICMeconls\Project Folder 
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RECORDS FILE PLAN AND INVENTORY 

This form is to be used to capture Information on the records and non-records In an office and it will help aid In creating an office's Ale Plan. Once this fonn Is 
fi•ed out, it wil serve as an office's file plan. See Page 2 for Instructions. 
1. Preparer 

a. Name b. Telephone Number 
Julanne White 8168234580 

c. E-mal Address d. Date of Inventory 
jullanne.wh~e@gsa.gov 8/612014 

3. Preparer's Supervisor 

a. Name b. Date 
Scott Royster 8/6/2014 

c. Signature 
us ~....,.~~r ua o...~ 

OM c • uso • u I o...nw..! ou • o..n.1 '"""-Mill~ Govern OD 201-4C. I4 U~M OJW 

ment 

5. Record Disposition Information 

Record Number (a) Record Symbol 
1 01A001 

(c) Records Series Title (Record Name) 
Finding aids/indexes 

(d) Records ~lion 

2. Office 

a. Office Maintaining the Records 
Office of the Chief Financial Officer 

b. Office Division 
OffiCe Of Ananclal Polley and Operations - BC 

c. Service Center (Regions Only) 
BCE 

4. Records Management Coordinator (RMC) (Approver) 
a. Name 
Aman Slnthomtham 

c. Signature 

ARNAN SINTHORNTHAM 

(b) NARA Oisposltlon Authority 
GRS 23/09 

~~·Date 
8/1412014 

_.... ....... IIJ~PITHOAtmtiW 
Mc-us . .. u • .a ~ ..... c..n... ................... 
..-NIMAN 1141totMlttiM. 
18.%Mltt::.D:I'XO .. I1-..~ 
a..,,,.,•oe• • t•~"...,.,. 

Finding aids/indexes. Indexes, fists, registers and other finding aids in hard copy or electronic fonn used only to prolllde access to records authorized for 
destruction by this handbook. Exduded are records contairing abslracts or other information that can be used as an information source apart from the related 
records. 

(e) Disposition Instructions 
Destroy or delete with the related records or when no longer needed. 

(f) Format of Records (g) Records Location 
Electronic - Stored on a Shared Drive only J:\BCE\Shared Divisionai\AII Associate lnfo\BCE Files Plans 
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5. Record Disposition Information 

Record Number (a) Record Symbol 
2 08A001b 

(c) Records Series Title (Record Name) 
Accounting administrative files. 

(d) Records Description 

(b) NARA Disposition Authority 
GRS 06/05b 

. Correspondence, reports and data relating to voucher preparation, administrative audK, and other accounting and disbursing operations. 

b. AJ other files 

(e) Disposition Instructions 
Temporary. Cut off at the end of the fiscal year, destroy 3 years after cutoff. 

(f) Format of Records 
Electronic - Stored on a Shared Drive only 

Record Number (a) Record Symbol 
3 08C005 

(c) Records Series Title (Record Name) 
Contract officers' copy files. 

(g) Records Location 
J:\BCE\BCED 

(b) NARA Disposition Authority 
NC1-269-82-2 

(d) Records Description 
Copies of contracts; memorandum copies of vouchers; and copies of invoices, purchase orders, gasoline sales tickets, receiving reports, and other payment 

doctMnents on paper or microfilm, but not documents required for GAO slte audit payment files or transportation document files. 

(e) Disposition Instructions 
Temporary. Cut off at end of fiscal year. Destroy 3 years later Ol' after audit by GAO, whichever Is earlier. 

(f) Format of Records 
Other 

GENERAL SERVICES ADMINISTRATION 

(O) Records Location 
Pegasys and lmageNow 
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5. Record Disposition Information 

Record Number (a) Record SymbOl 
4 08F021b(1)(a) 

(c) Records Series Title (Recol'd Name) 
(1) Leave appllcallon fde. 

(d) Records Description 

(b) NARA Disposition Authority 
GRS 02/06a 

(a) II timecard (GSA Form 3575) has been initialed by the employee. 

(e) Disposition Instructions 
Disposable. Destroy SF 71, Application for Leave, or other leave appfication, at end of applicants pay period. 

(I) Fonnat of Records 
Other 

Record Number 
5 

(a) Record Symbol 
08F021 b(2)(b) 

(c) Records Series Title (Recol'd Name) 
(2) Time and Attendance report files. 

(d) Records Description 

(g) Records Location 
Authorized Leave & Overtime Help Application (ALOHA) 

(b) NARA Disposition Authority 
GRS02/07 

(b) Time and attendance source records, including flexltlme registers. All lime and attendance records upon which leave Input data is based, such as time or 
sign-in sheets: Ume cards (such as OF 1130): fteXitime records; leave applications for jury ancl military duty; authorized premium pay or overtime, maintained at 
duty post, upon which leave input data is based. 

(e) Disposition Instructions 
Temporary. Cut off at the end of the leave year; destroy 6 years after cutoff or after GAO audit, whichever OCCUfS first. 

(I) Format of Records (g) Records Location 
Electronic - Stored on a Shared Drive only J:\8CE\BCED\General Branch-Share\Timecards 
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5. Record Disposition Information 

Record Number (a) Record Symbol 
6 08F021b(2){c) 

(c) Records Series Title (Record Name) 
(2) Time and Attendance report files. 

(d) Records Description 

{b) NARA Disposition Authority 
GRS 02/07 

(c) Time and attendance input records, used to input time and attendance data into a payroU system 

(e) DlsposiUon Instructions 
Temporary. Cut off at the end of the leave year: destroy 6 years after cutoff or after GAO audit. whiChever occurs first. 

(f) Format of Records 
Electronic - Stored on a Shared Drive only 

Record Number (a) Record Symbol 
7 12H025 

(c) Records Series rrtle (Record Name) 
Training Needs and plans 

(g) Records Location 
J:\BCE\BCEO\General Branch-Share\Timecards 

(b) NARA Disposition Authority 
NC1-269-81-5 

(d) Records DeSC!lltion 
Documents accumulated in conducting studies to determine training needs, developing plans for training, and recording major accomptishments. Included are 
progress reports, studies, correspondence and related records. 

(e) Disposition Instructions 
Disposable. Cut off end of fiscal year. Destroy 3 years after cutoff. 

(f) Fonnat of Records 
Other 

GENERAL SERVICES ADMINISTRATION 

(g) Records Location 
lOP Enterpnse Tool - Salesforce 
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RECORDS FILE PLAN AND INVENTORY INSTRUCTIONS 
This form Is to be cotrfllolacl by all Roc:onla Custodians (GSA omployoos) and senllo the deslgnatod Roc:onls Management Coordlnalor (RMC). The RMC wil review and fOtWard lhla fonn to lle designated Senior Records Officers (SRO). Fll out a Jne ••m for 8lleiY record series. 

Important Note: You must use the GSA Disposition Schedule found a1 bttos llnstte.QIA~Jl,llrllllmeiMQdiaDota?lll!ldjaid=614910 lo lill out and co"l'tetellis form. Do NOT use tho PDF version to copy and paste from. 

A records series is the grouping ol rocoo1s M rt relates doaments or information behg grouped bye partiaJia- subject or blellon, r8$U•Ing lrom the same activity, doa.monliog a spec;i(oc kind olltansac::lion, regardless of physical 101m p.o. paper, mlaoidle, digital photograph, MS Word doQjment. electronic. etc.), or thai have some other r"alionsh!JI arilling out ol thw aeatlonlrecelpt « use. 

Field 1. Type Prep;vor lnlonnallon nome, telephone number, u.mall addreu and dale ollnventory. 

Field 2(a). Type the 1111me ol lle office maintaining the records. 

Field 2(b). Type your Dllllslon or Service Center name. Do NOT use symbol abbnMalions or aaonyms. Type the name out In lis entirety. 

Field 3. This form needs to ba re'<t-d by you're a rustodian's supervisor and the su!*"fiOf's name and slgnaCure need to go Into Ills lllecl wtlh the dale. 
Field 4. This lonn needs to be re.iewed by the Records Management C001dlnator (RMC). Put the RMC's name and have litem sign and dale this foeld. 
Field 5. Rec:onla Olsposklon inlonnallon 

Field S(a). The Reconls Symbol comes from GSA's record schedUle. A Records Symbol exa11111e iS 2A 105C. If you do nol know the Recon!s Symbol pul "unknown". 
Field 5(b). The Gener.ll Records Schedule (GRS) number is found in the recorda symbol title in GSA's Records Schedule. Thts Will be the number in parenthesis such as (GRS 14/1311) or(N1-2611-t~2). 

Field S(c). Records Series rille (reconls name), put the name olthe record as named from GSA's File Plan (RecordS Disposition Schedule) or the General Records SchecUe (GRS). 

Flold S{d). Provide one or two sentences desaibtng the record's purpose, Tha desaiplion should contain enou~to inlonnallon to show the purpoae, use and subject content olthe records. 

Some guldelineil to lolow In desaiblng your recorda: 
<•> Awlll emphallzlng form numbers, esptci8lly when desatl*lg case Illes. 
(b) A'IOid terms, such as "mlscelaneous• or "vvrious," that add nothing to the desatption, 
(c) GMt spealll allenbon to desailing your records, and 
(d) Wlen In doubt; mons information is batt. 

Field 5(e). For example: T~ry. OKiroy 8 years after llnallcllon by GSA or after final adjudi<:allon by the courts, whichever is later. II you do not knOW the disposition Instruction put "unknown." However, if you know lhet the records are new and are not scheduled put "unschedUled". Feel IIlii to conM wilh your designaled Records Management Coonlinelor (RMC) for help. 

Field 5(1). The fonnat ollhe records rlllales to the medium type, such as are the records peper, electronic, book. Mictoi'Ml, etc. 

Field S(g). Prollide flo location ol where the records arelocaled. II they are paper records. pro'<ide the 1001:0 number or ro«n area W.ere lhe records can be lound.lf the records areeledrunic, ~ lle lie plllh location olwllete they can ba found. F«exa11111e H.\CIO Share_Drive\ICE\Records\Projecl Folder 
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May4,2016 

Laurence Brewer 
Acting Chief Records Ofiiccr 
National Archives and Records Administmtion 
Modem Records Progmms (NWM) 
8601 Adelphi Road 
College Park, MD 20740-6601 

Dt:ur Mr. Brewer: 

Office of Administrative Sorvlcos 

( run writing in response to your letter of February 25, 2016. ln that letter, you requested that I 
address the items required by 36 CFR §I 230.14 and you also posed some additional follow up 
questions. Your February 25tll letter was in response to my November 19, 2015 letter. 

Although I disogrcc that records were unlawfully or accidentally destroyed, I will initially 
address the requirements set forth in 36 CFR § 1230.14(a). 

( J) A complete description of the records with volume ond doles, if known 

• Approximately 21,000 emails relating to the Anny Child Care Subsidy program 

were received from December 2014 to April2015. Emails that contained pertinent 

infonnation relevant to a case fiJe were uploaded to the system of record (lmageNow), 

including all attachments. and the email was then deleted from the shored Googlc email 

mailbox. Approximately 2,900 emails were deleted from the shared Google mailbox. 

(removed from the original shnrcd email mailbox). Although they were "deleted" from 

the shared emails mailbox, the cmaiJs nrc retained in GSA's email solution, Google. 

• Between December 2014 and April 2015, approximately 33,000 calls were 

received by the Childcare program. A log of the missed caJis (number called from and 

date) was used to conduct the Agency's business. 

(2) The office maintaining the records 

The External Services Branch, Financial and Payroll Services Division of the Office ofthe 
Chief Financial Officer (OCFO), in Kansas City, Missouri, was responsible for managing 
the records. 



(3) A statement or the exact circumstances surrounding the removal, defacing, alteration or 
destruction of records 

As stated in my previous letter and above, GSA did not destroy records. Emails related to 
individuals' case files were moved to a record retention system, at the time it was 
lmngeNow. During the time period in question, it is my understanding that transitory 
cmuils were not re<Juircd to be retained tor any minimum period of time; however, although 
deleted li·om the mailbox, the emuils do remain in the larger GSA email system. 

As for the voiccmails, from approximately December 2014, GSA took action based solely 
on the cull log und not the content of any such voicemail; therefore, the content of the 
voicemails were not Agency records. While we admit this was not a model of customer 
service, and have and do apologize for it, it is GSA's understanding that to be a record, the 
information had to be evidence of the organization, functions, policies, decisions, 
procedures, or operations of GSA, ns the definition of record provides. Since GSA did not 
retrieve the messages, their contents remain unknown, and thus, had no impact on the 
operations, procedures, or decisions of the Agency. Again, GSA acknowledges this was 
not good customer service. However, as NARA's letter stated, the intent of the Federal 
Records Act is to preserve material "having evidentiary value relative to the business of the 
agency." These un-retrieved voicemails had absolutely no impact on the Agency's 
decisions, procedures, or operations and thus are not subject to preservation under the 
Records Act. To hold otherwise would require agencies to capture and preserve 
indefinitely every attempted communication. 

(4) Safeguards established to prevent further loss of documentation 

Effective February 2015, GSA emails were no longer deleted and were stored in GSA's 
Google email solution, with non-transitory emails being stored as well in the system of 
record, lmagcNow (former system) or Salesforce (current system). With procedural 
changes within the program, only managers were responsible for deleting emails, so staff 
were not trained to implement the change in the deletion policy. 

Staff were given verbal instructions by program management to upload the entire email to 
system of record if relevant information was contained in an email or in attachments. 

On June 5, 2015, the opemtion of the voicemail system was turned over to a vendor to 
answer calls and return voicemails. This allowed all phone catls to be answered and 
voicemails to be returned within 48 hours. 

(5) When appropriate, details of the action taken to salvage, retrieve, or reconstruct the records 

As was described in my letter of November 19, 2015, and above, no records were 
destroyed and, thus, no action was necessary. 

2 



I now tum to the additional specific questions posed in your letter. 

(a) In instances where an email sent to the shared box was immediately acted upon, were these 
cmnils also included in lmngcNow? 

Y cs, if an email contained pertinent information relating to a case tile, it was attached in 
hnugcNow. 

(b) What disposition nuthority(ies) is GSA applying to the records stored in hnagcNow? 

Bused on the Records File Plan and Inventory from FY 2014, lmugeNow/Sulestorce 
documents use the NARA Disposition Authorities: GRS 06/01, GRS 06/05b, GRS 02/24, 
NC I -269-77-1, and NC 1-269-82-2. Based on the disposition timclincs, records in 
lmagcNow/Snlcsforcc will be removed 6 years and 3 months after close out because this is 
the longest disposition timeline for these records symbols. No records/cnse files have been 
removed from lmageNow/Salesforce. 

(c) Arc all case files for this program stored in the lmngeNow system? 

Old case tiles that were completed before June I, 2015, arc stored in lmagcNow. Effective 
June 2015, new/current case files arc stored in Sales force. 

(d) For emails that were deleted when the mailbox was approximately 97 percent full, are those 
cmails found in lmageNow? 

If the email was related to a case file, it cnn be found in ImageN ow. 

(c) If not, what volume and number of cmails, not disposable under GRS 4.2 item I 0, were 
deleted without meeting the retention period for the programs' records? 

To the best of our knowledge, no email records relating to case files were deleted. They 
are saved in ImagcNow (former system) or Salesforce (current system). 

(f) Voicemail may be routine and transitory or it can contain information of importance for 
inclusion in the case file of a program appJicant or participant. How was this determination 
made? 

A Jog was created that captured telephone numbers and then all calls were returned. When 
the call was returned, if there was pertinent information for a case file, then .. notes" were 
added to lmageNow (former system) or Salesforce (current system). 
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(g) How was the infonnation contained in voicemuils captured and, where applicable, included 
with the case file? The creation of a call log using system mctodotn creates a new record 
and docs not diminutc the requirement to munuge the voiccmails us records. 

The sponsors/providers were called back to delennine the issue instead of using 
infonnntion in the voicemail. The follow up call discussions were captured in a Google 
document and added to the case file in lmugeNow (fanner system) or Salesforcc (current 
system), if pcrtimmt. As un example, if u family culled to provide missing infbnnation, 
such ns an email address, that email address was added to the case file in the appropriate 
fields and the case was moved forward . 

2039 lnfonnation 

(h) In addition, please provide a copy of the Records Maintenance Plan (GSA 2039), or 
equivalent, for the GSA administration of the Anny's Child care Subsidy Program. 

The 2039 Records File Plan and Inventory (maintenance plan) for the child case subsidy 
program wns completed in 2014 and is attached to this letter. 

Currently, based on the disposition timelines, records in lmageNow (former system) or 
Snlcsforcc (current system) will be removed 6 years and 3 months after close out of a case 
file because this is the longest disposition timcline for these records symbols. No 
records/case files have been removed from ImageNow (former system) or Salcsforce 
(current system). 

If you have further questions, please contact Deborah La!,rue at deborah.lague@gsa.gov or via 
telephone at 703-932-3256 or me at cynthia.metzler@gsa.gov or 202-357-9697. 

Administrative S 
Office of Administrative ~l"rvtl'or-~ 

General Services Administration 
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SCHEDULE OS. 

SCHEDULE 06. 

SCHEDULE 07. 

Appendix 04-C. 

Appendix 04-D. 

Telecommunications Program 
Records 

Electronic Records 

CONTRACT AND PROCUREMENT PROGRAM RECORDS 

Appendix 05-A. 

Appendix 05-B. 

Appendix 05-C. 

Appendix 05-D. 

Appendix 05-E. 

General Procurement Records 

Procurement Activities Records 

Purchase and Contract 
Transaction Records 

GSA Board of Contract Appeals 
Program Records 

Machine-Generated Program 
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DESIGN AND CONSTRUCTION PROGRAM RECORDS 

Appendix 06-A. 

ApQendix 06-B. 

Appendix 06-C. 

General Design and Construction 
Records 

Design and Construction Drawing 
and Specification Records 

Design and Construction Project 
Supervision Records 

FACILITIES AND REAL PROPERTY MANAGEMENT 
RECORDS 

Appendix 07-A. 

Appendix 07 -B. 

Appendix 07-C. 

Buildings Management Program 
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Buildings Services, Maintenance 
and Utility Program Records 
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SCHEDULE 6. DESIGN AND CONSTRUCTION PROGRAM RECORDS 

I. ~. This schedule provides documentation and maintenance and disposition instructions for 
Federal building design and construction programs. These instructions arc contained in: 

a. Appendix 6-A. General Design and Construction Records 

b. Appendix 6-B. Design and Construction Drawing and Specification Records 

c. Appendix 6-C. Design and Construction Project Supervision Records 

2. Ivncs of lnfommtion Materials. The materials described in this schedule may be permanent, temporary, 
or disposable. Definitions of these categories are found in ch. 2-10 of the GSA Records Handbook (OAD P 
1820.2A). 

3. Changes in d isposition authority. Any record in this schedule may become the subject of a special 
requirement, such as a Privacy Act request (see sch. 02A II S), a Freedom of Information Act request (see 
sch. 02Al40), or a special hold due to a court order or investigation. These special requirements may 
extend the retention period stated in this schedule. 

4. Record media. This schedule is media-neutral. 

a . Offit.-cs may maintain and dispose of tbe temporary and disposable records described in this schedule 
in both paper and electronic form. Permanent records stored clcctronicnlly must meet the requirements stated 
in Chapter 4 of the GSA Records Handbook before the National Archives can accept them. 

b. The tcmlS "document'' and "information," when used in this ~chedule, apply equally to electronic, 
paper, and microfilm records. 

c. When temporary or disposable paper, microfilm, or electronic records arc produced from a data 
base, the data base and any documentation needed to use it must be scheduled in Schedule 4, Appendix D. 

d. The records described in this schedule may be converted to microfilm and the original paper reco rds 
destroyed provided that the filming meets requirements listed in Chapter 4 of the GSA Records Handbook. 

c. Electronic copies used to create paper records may be deleted as soon as the record copy is verified. 
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This appendix provides documentation, maintenance, and disposition instructions for files relating to general 
design and construction (D&C) functions. For the purpose of this appendix, the tenn "general D&C" applies 
to dcs1gn and construction matters in general and to files accumulated by committee, panels, and special 
groups established to review, evaluate, advise on, and report on, architect-engineer (AE) qual ifications and 
services, and project priorities. It also applies to files documenting the control of Great Seals and document 
exhibit cases, construction material and equipment research, and similar matters which, because of their 
general nature, cannot logically be filed with records described in other appendixes of this schedule. 

RECORD 
SYMBOL 

06AOOI 

06A002• 
06A003 

06A004. 

06A005. 

DESCRfPTION OF RECORD 

Design and construction general correspondence 
( - - ). Correspondence relating to general 
construction management matters which cannot be 
filed with the more specific files described in til is 
schedule. Use this paragraph instead of subpar. 
OIB002. 

a. Central offices. 

b. Other offices. 

Reserved. 

Design and consttuction project planning 
records ( - - ). Documents accumulated during 
the preliminary planning and programming of 
potential projects. Included are site surveys, 
prospectuses, feasibility studies, sketches, 
preauthorization estimates, and related records. 
Upon authorization of a project, the material in this 
fi le which is relevant to the project shall be 
transferred to the design concept drawings file, 
068001. 

PBS Project Review Committee Records (NN• 
171-42). Documents accumulated in reviewing and 
advising on construction and alteration program 
progress and projects, including project schedules 
and priorities. Included are records of committee 
meetings, PBS Agenda Staff meetings, copies of 
recommendations and evaluations, reports, and 
related records. 

AUTHORIZED DISPOSITION 

Temporary. Cut off at end of fiscal 
year; hold 2 years and retire to FRC. 
Destroy 9 years after cutoff. 

Temporary. Cut off at the end of the 
fiscal year; destroy 2 years after 
cutoff. 

pon authorization of..projcct, 
transfer' o BOO I; destroy 
irrelevant records. 

Appendix 6-A. General Design and Construction Records 



RECORD 
SYMBOL 

06A006• 
06AO I4. 

06AOIS. 

06AOI6• 
06A029. 

06A030. 

DESCRIPTION OF RECORD 

a. Corrunittcc cbaiow:n 's.files 

b. Other member's files. 

Reserved. 

AE Evalua tion and Deficiency Committee (NN-
17 1-42). Documents accumulated in evaluating the 

professional q ualifications, reputations, and 
registrations of candidates; and in collecting and 
reporting information about, and submitting 

recommendations for selecting architects and 
engineers for construction projects, and 
recommending remedies for deficiencies in designs, 

drawings, specifications, contract awards, and 
project supervision; exclusive of copies required for 
filing in the professional services contract files, par. 
426 I 0. Included are deficiency and visit reports, 

reports of AE negligence; and committee minutes, 
source selection panel records, and related papers. 

R eserved . 

Design and Cons truction Resea rch R ecords (NN• 
171-42). Documents accumulated in conducting , 

coordinating, and monitoring research on 
construction methods, materials, and equipment; 

engineering technology; and trends in architectural 
design. These research results are used in updating 
PBS guide specif ications, design data, standard 

drawings, and technical handbooks. Inc luded are 
~tudies, analyses, and reports; brochures and 
technical literature; and similar documents 

a. Record cop res of reports of tc carch conducted 
or ~:ontra!;tcd fur by Design and Construction. 

b . Reports prepared by other agencies and 
commercial concerns, duplicate copies of reports of 

research conducted or contracted for by D&C, 

brochures and trade publications, and similar 
technical documents. 

c. Other papers 

Appendix 6-A 
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AUTHORIZED DISPOSITION 

l'ermanl.'flt. Cut offal the end of 

fiscal year; hold 5 years and retire to 
fRC. Tran~fcr to :-.IARAjQ.ycars 

aft<!r .:utoff. 

Disposable. Destroy when no longer 
needed. 

Te mporary. Remove and file in 

inactive file following completion of 
fina l action o n the deficiency. Cut 
off inactive records at end of fiscal 

year; hold 2 years, and retire to 
FRC. Destroy 4 years after cutoff. 

Permanent. Gut off at the end of 
fiscal ~; hold 2 years, and retire 
to FRC. Transfer to NARA 10 years 

after cutoff. 
Disposable. Destroy when 
superseded or obsolete. 

Temporary. Cut off at the end o f 
fiscal year; hold 2 years, and 



RECORD 
SYMBOL 

06A031 • 
06A034. 

06A035. 

06A036• 
06A039. 

06A040. 

DESCRIPTION OF RECORD 

Reser ved. 
\ 

Find equipment inspection records (NN-171• 
42). Inspection reports and related documents 
reflecting the inspection of elevators, escalators, and 
dumbwaiters; pneumatic systems; boilers; pressure 
valves; high voltage electrical switchgear; and 
similar fixed equipment. 

Reserved. 

Building general records ( - - ). Documents 
accumulated by regional Design and Construction 
Divisions that relate generally to individual 
building, but not documents pertaining to specific 
construction, contract projects or other documents 
described elsewhere in this schedule. 

l 

Appendix 6-A 
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AUTHORIZED DISPOSITION 

destroy. 

Temporary. Cut off at the end of 
fiscal )'C'dr; hold 2 years, and 
destroy, except that reports having 
potential research value may be 
retained until no longer needed. 

Transfer to NARA for 
determinination of continued 
historical value. 

NOTE: Copies may be transferred 
to new nongovernmental owner or 
custodian on request Temporary. 
Destroy when building is sold, 
traded, donated or demolished. 

• • 



This appendix provides maintenance and disposition instructions for dmwing and specification files used in 
the design and construction of Federal build ings. For the purpose of this appendix the tenn "construction" is 

defined to include construction of new buildings; extension. remodeling, conversion, alteration, and 

repair of Government-owned or operated buildings; and associated work related to equipment and grounds. 

RECORD 
SYMBOL 

068001 

068002-
068004. 

068005. 

068006-
068009. 

068010. 

0680 11 -
068014. 

068015. 

068016-
068029. 

068030. 

DESCRIPTION OF RECORD 

Design concept drawings (NN-173-42). 
Reproducible drawings depicting site plans; floor 
and roof plans; elevations; transverse and 
longitudinal sections; basic designs; circulation 
areas; entrances; stairways; elevators, if any, space 
assignments; mechanical and electrical equipment 
spaces; rest rooms; stacks; wire closets; column 
locations; grades; and story heights. 

Reserved. 

Tentative drawings (NN-173-42). Drawings which 
expand the diagranunatics into the initial 
comprehensive presentation of the basic design. 
These drawings identify rooms and spaces; special 
space requirements; unusual mechanical, e lectrical, 
o r structural needs; floor dimensions; ceiling 
heights; details of exterior walls; and similar data. 

Reserved. 
\ 

Design data (NN-173-42). Drawings prepared for 
use in developing project drawings and in 
communicating project design requirements for bid 
and contract documents. Included arc des ign and 
data drawings and documents created in their 
preparation. 

Rt:served. 

Standard detail drawings (NN-173-42). 
Drawings reflecting standard design requirements 
for use in developing contract plans and 
specifications. Copies of these drawings may 
supplement or become part of the bid or contract 
documents. Included are standard detail drawings 
and documents created in their preparation. 

Reserved. 

Original and as built drawings, projeet 
specifications, change orders and visual 

AUTHORIZED DISPOS ITION 

Temporary. Place in inactive file 
following completion of 
construction contract o r when 
contrdCt is terminated. Cut off 
inactive file at the end of fiscal year,, 
ho kt 12 )"'lli::S, and retire to FB.C. 
OestrQy I Q years after cutoff. 

Temporary. Place in inactive file 
following completion of 
construction contract or when 
contract is tem1inated. CUt oJf 
inactive file at tfie end of fiscal raG 
ho11l-2 years, and retire to FRC. 
Destroy K> years after autoff. 

Disposable. Destroy when no longer 
needed. 

Disposable. Destroy when no longer 
needed. 

Appendix 6-B. Design and Construction Drawing and Specification Records 



RECORD 
SYMBOL DESCRIPTION OF RECORD 

documentation. Record sets of architectural and 
engineering drawings, including master tracings and 
acceptable reproducibles relating to design and 
construction of Federal Buildings; and 
specifications prepared for specific construction, 
extensions, conversion, remodeling, repair, and 
improvement projects. Specifications describe 
material requirements for the project and prescribe 
the materials and manufactured items depicted on 
the related drawings. Records include bound sets of 
blueprints for construction of and changes to 
buildings. 

a. Original and as built drawings, project 
specifications, change orders and visual 
documentation (Nl-121-90-2). Drawings and 
specifications of all buildings EXCEPT: 
warehouses, parking garages, machine shops, 
outbuildings used for storage and maintenance 
equipment, and guard sheds constructed after 1950. 

(I) Drawings and specifications that have not 
been microfilmed or otherwise duplicated. 

(2) Drawings and specifications that bave been 
microfilmed or otherwise duplicated. 

b. Original and as built drawings, project 
sp ecifications, cbange orders and visual 
documentation (Nl-121-90-2). Drawings and 
specifications of warehouses, parking garages, 
machine shops, outbuildings used for storage and 
maintenance equipment, and guard sheds 
constructed after 1950. 

Appendix 6-B 
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AUTHORIZED DISPOSITION 

Permanent. Place m inactive file-on 
completiOn of building sale, 
donations or demolition. Cut off 
inactive file at end of fiscal year and 
retire to FRC. Transfer to NARA I 0 
years after cutoff. 

Pennancnt. Transfer to ARA after 
microfilmed or duplicate copy has 
been verified. 

NOTE: These original drawings and 
specifications are permanent records 
and may not be transferred to new, 
non-Government owners of 
buildings. Provide copies to new 
owners on request. 

Temporary. Place in inactive file on 
completion of building's sale, trade, 
donation or demolition. Cut off at 
end of fiscal year. Destroy when no 
longer needed. 

NOTE: These drawings may be 
transferred to new, nongovernmental 
owners of buildings on request. 



RECORD 
SYMBOL 

068031 • 
068049. 

068050. 

068051 • 
068054. 

068055. 

068056• 
068059. 

068060. 

068061 • 
068064. 

DESCRIPTION OF RECORD 

c. Original and as built drawings, project 
specifications, change orders and visual (GRS 
17/4). Blueprints of electrical, plumbing, heat.ing or 
air conditioning systems. 

Reser ved. 

Shop drawing controls (NN-173-42). GSA Form~ 
2400, Shop Drawing Record, comparable forms, 
letters to contractors, and related documents 
reflecting the drawings submitted, approved, 
disapproved, and resubmitted for each project. 

Reserved. 

Shop drawings (NN-173-42). A(ChLtectural , 
structuml, and mechanical or electrical drawings 
prepared by manufacturers of products to be made 
or assembled in their shops. They are also prepared 
as guides for assembling products at the job site. 

Reserved. 

Outline floor plans (NN-173-42). Drawings 
dt:picting skeleton floor plans for buildings and 
building improvement, alteration, extension, and 
conversion projects which are for use in the 
assignment of space. Included are plastic 
reproducibles and reproduced plans, including other 
plans and sketches created in their preparation. 

a. Reproducibles. 

b. Plans and sketches used in preparation of 
reproducibles. 

c. Reproduced plans. 

Relierved. 

Appendix 6-B 
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AUTHORIZED DISPOSITION 

Disposable. Destroy when 
superseded or no longer needed for 
administrative purposes. 

Temporary. Cut off at completion 
of construction contract; hold 3 
years and retire to FRC. Destroy 8 
years after cutoff. 

Temporary. CuLOII at com leti n 
of cunstructiuo ronu:act; hQ]d 3 
years and retire to.l'RC. Destroy 8 
years after cutoJf. 

Disposable. Destroy when 
superseded or when building is sold, 
traded, or demolished. 

Disposable. Destroy after the 
rcproducibles are approved. 

Disposable. Destroy when no longer 
needed. 



RECORD 
SYMBOL 

068065. 

DESCRIPTION OF RECORD 

Guide and standard specifications (NN-173-42). 
Documents relating to the preparation, coordination, 
and issue of guide and standard specifications 
governing basic requirement~ and quality standards 
for the selection and use of construction material 
and equipment Included are copies of the issued 
guide and standard specifications and related 
documents. 

' ' 
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AUTHORIZED DISPOSITION 

Disposable. Destroy when no longer 
needed. 



This appendix provides maintenance and disposition instructions for drawings, specifications, computations, 
and other technicaUproject files which are used in supervising the design and construction of Federal 
buildmgs. This reference source is used in planning and designing future projects. For the purpose of this 
appendix, the tcnn "construction" is defined to include construction of new buildings; extension, remodeling, 
conversion, alteration, and repair of Government-owned or operated buildings; and associated work related 
to equipment and grounds. 

RECORD 
SYMBOL 

06C001 

06C002• 
06C004. 

06COOS. 

06C006• 
06C009. 

DESCRIPTION OF RECORD 

Project control schedule records (NN-173-42). 
Documents accumulated in scheduling and reporting 
progress on construction projects. These records 
are accumulated by schedule and control 
representatives and offices generating feeder 
infonnation. This paragraph is not applicable to 
records described in sch. 5. 

a Schedule and control representatives' files. 

b. Other office files. 

Reserved. 

D&C project n cords (NN-173-42). Documents 
accumulated in planning. designing, and supervising the 

AUTHORIZED DISPOSITION 

Temporary. Place in inactive tile 
following completion of project. 
Cut off inactive file in 5-ycar blocks 
and retire to FRC. Destroy 10 years 
after cutoff. 

Disposable. Destroy when no longer 
needed. 

Temporary. 'ut otT at the end of fiscal 
year; hold 2 years, and rchre to rRC. 

construction, conversioll! extension, remodeling, Octstroy I 0 years af\~T cutoff. 
alteration, and repair of buildings and growlds. Included 
are preconstruction conference reports, change estimates 
and orders, specificatton clarificatlon.~, drawing approvals 
and rejections, inspection reports, and documents in 
correlated records requirements for, authorizing contracts 
for supply of, and the ordering of, Great Seals of the 
United States and historical document exhibit cases, 
regional requirements, contract authorizations (to FSS), 
copies of contracts, sets of seats, and related records. 

Reserved. 

Appendix 6-C. Design and Construction Project Supervision Records 



RECORD 
SYMBOL 

06COIO. 

06COII-
06C024. 

06C025. 

06C026-
06C029. 

068 030. 

06C031-
06C034. 

06C035. 

06C036-
06C039. 

DESCRIPTION OF RECORD 

Project cost es timates r ecords (NC-173-42). 
Documents accumulated in preparing and reviewing 
cost estimates for proposed projects and for 
authorized building design, construction, 
modification, remodeling, and lease restoration 
projects. Included are preauthorization estimates, 
project feasibility confirmations, sketches, detailed 
estimates, and related records. 

Reserved. 

Structural project records ( - - ). Records 
containing structural engineering data related to 
existing and proposed Federal buildings. lncluded 
are fou ndation investigation reports, soil tests and 
boring data, drawings and topographical survey 
reports, details of building approaches and 
landscaping; and electrical, mechanical, air 
conditioning, and elevator details, site survey 
reports, construction data, correspondence, and 
related records. 

Reserved. 

Structural computations (NN-171-42). 
Documents, prepared manuaUy or by computer, 
tapes, or microform showing summaries of 
engineering computation for structural framings and 
foundations, including design loadings and 
assumptions, design techniques, unit loadings, 
sununaries of estimated cost details abstracted from 
other records and used for reference during project 
construction, and related materials. 

Reserved. 

Mechanical and electrical computations (NN• 
171-42). Documents prepared manually or by 
computer showing engineering computations for the 
various mechanical and electrical systems in the 
building, including heating and air-conditioning 
loads, electrical connection loads, electrical 
maximum demands, incoming electrical services, 
illumination levels, plumbing loads, and elevator 
requirements. 

Reserved. 

Appendix 6-C 

2 

AUTHORIZED DISPOSITION 

Temporary. Remove and file in 
inactive file following completion of 
contract by acceptance of all work 
and material, termination of the 
contract, or disapproval ofth 
project. Cut off at end of fiscal 
year, hold 3~ars and retire to RRC. 
Destroy I 0 years after cutoff. 
Earlier retirement is autho.rized. 

Temporary. Destroy when building 
is sold, traded, donated or 
demolished. If requested, 
acceptable copies may be made and 
turned over to the new owner or 
custodian. The records shall be 
offered to the National Archives and 
Records Administration for 
determination of continued historical 
value. 

Thmpo!!D'· Place m inact iye file 
when comract rs cor~lcted, hold 2 
y.:ars, and rcti rc to FRC. Dcstro 
1.0oht:n building is sold, traded, 
donated, or.._dcmol ishcd: transfer to 
n.:w uwm:r m custodian if requested. 

Temporary. Place in inactive file 
when comract is comph:t~d? hold 2-

•ars, and retire fo FRC. .Destroy 
when 6urlding is sold, traded, 
donated, or demolished; transfer to 
new owner or custodian if requested. 



RECORD 
SYMBOL 

06C040. 

06C041 • 
06C044. 

06C045. 

06C046. 

DESCRLPI!ON OF RECORD 

Construction progress photographs (NN-171-42). 
Photographs taken during construction, extension, 

and alteration to show various degrees of progress 

being made on a project. 

a. Record set. 

b. Other copies. 

Reserved. 

Final construction photographs (NN- 171-42). 

Photographs of completed projects accumulated for 
historical purposes. 

a. Record set. 

b. Other copies. 

Construction engineer and branch records (NN-
173-42). Copies of documents showing actions 
taken from initiation to completion of a construction 

project. The subparagraphs below indicate 
representative examples of documents included in, 

provide some maintenance instructions for, and 

collectively constitute a guide for the subdivision of, 

construction engineer and branch fi les. 

Subsections under j and m correspond to the 
contract specification index. 

a. Administration. 

b. Funds. 

c. Payments to contractor. 

d. Equal employment opportunity (EEO). 

e. General correspondence. 
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3 

AUTHORIZED DISPOSITION 

Permanent. Place in inactivll...t}lc 
when contrac t is completed. CUt off 
inactive fi e in.5-year block ·, hOl<lS 

year~. and retire Jo FRC. Transfer to 
NARA I 0 yem after cutoff. 

Disposable. Destroy when no longer 
needed. 

Permanent. Cut off in 5-ycar blocks., 
hold 5 years, and refire to FRC. 
Transfer to NARA I 0 )'llars after 

utoff. 

Di~posable. Destroy when no longer 
needed. 

Temporary. Destroy on completion 

of contract by acceptance of all 
work and material or on termination 
of the contract except that shop 
drawings shall be turned over to the 
buildings manage r. 



RECORD 
SYMBOL DESCRIPTION OF RECORD 

f. Using agency correspondence. 

g. Safety. 

h. Purchase order, etc. 

i. Contract documents. 

j. T<X:hnical matters: 
C2-0330 - Concrete (structural), 
C2-0344- (subnumbers correspond 
to contract index), 
C2-0420 - Masonry. 

k. Beneficial occupancy, turnover, guarantee. 

I. Meetings. 

m. Shop drawings: 
CS-0330- Concrete (structural), 
CS-0344 - (subnumbered files generally 
used by CE, only), 
CS-0420 - Masonry. 

n. Samples. 

o. Change orders, including related correspondence 
(Establish a separate file folder for each CE number 
or change order). 

p. Requests for proposals. 

q. Inspections. 

r. Diaries. 

s. Progress (progress meetings). 

t. Critical path method (CPM). 

u. Photographs. 

v. Reports to higher authority. 
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GSA Responses in RED 

1.     The Old GSA Numbers listed in the crosswalk do not match the GSA item numbers 

listed in some of the original SF-115s.  Please address the reason for the difference.  

GSA established a record schedule with numbers in 76 different categories 

accumulated variously in the 1950s, 60s and 70s.  The GSA numbers were renumbered 

in 1982, again in 1985, and finally in 1992 and reclassified in the file plan (OAD 1820) 

using the same format as the previous numbering format.  Nothing was changed in the 

original SF 115s to reflect changes in those numbers.  Hence, SF 115s submitted in 

1974 follow one numbering system, an SF 115 in 1982 for the same record types 

followed a different numbering system, and so on.  The documentation for these first 

two numbering changes (and a reliable crosswalk) disappeared from GSA in July, 1985, 

when the NARS service split off from GSA and became NARA.  Research by previous 

NARA appraisers yielded no documentation of the change numbering system, so GSA 

was advised to use the current numbering system on currently active records in 2014, 

when this schedule was originally proposed.   

In the interest of clarity for research purposes, GSA has revised the numbers listed in 

the attached crosswalk to reflect the originally scheduled numbers in the disposition 

authority citation, using the format suggested in item #5 of this document.  Additionally, 

items that have been rescinded (no longer are in the current file plan or needed by 

GSA) or have been superseded by GRS have been added to give a full accounting for 

all previously scheduled record types. 

Additionally, the series description for 269.4/010 (Item - 0001) lists records that are not 

scheduled under the SF-115 items on the crosswalk, including significant audit reports 

and significant inspection case files. Please add lines to the crosswalk to cover each 

series of records under this item.   

See response to #2 regarding this matter. 

2.     Please determine whether significant audit files are currently scheduled as 

temporary under N1-269-99-001 / 03A025A.  If so, please justify the temporary to 

permanent disposition change in your appraisal report. 

Permanent records are those that NARA appraises as having sufficient value to warrant 

continued preservation by the Federal Government as part of the National Archives of 

the United States.  

The OIG believes that there is occasionally a limited subset of records of audit or 

inspection case files that contains information of significant historical value and interest, 

due to its importance to lawmakers and the media and its impact on policy makers and 



senior management at GSA.  These two new types of records (Significant Audit Case 

Files and Significant Inspection Case files) are being scheduled within the proposed 

“Significant Case Files” bucket rather than create new record types for these records.    

Audit and inspection case files of a “standard nature” (in other words, those records that 

do not meet the definition of “significant” in the proposed record type description), will be 

placed as temporary records under DAA 0269-2015-0002-0004. 

3.     No volume or date span is provided on the schedule for the permanent item DAA-

0269-2015-0002-0001. The NARA Textual Records Division requires information on 

volume and date span for all permanent textual items. 

GSA anticipates an estimated annual load of 1 GB / year of permanent documents for 

DAA-0269-2015-0002-0001 (both significant case files and semi-annual reports).    

4.     Please verify the superseded items and add them to the schedule. Additionally, will 

other items on N1-269-05-001 be superseded by this schedule? In particular, N1-269-

05-001 / 6 seems like it may fit under 269.4 / 032 (Item - 0007). 

Completed, and the crosswalk was updated to reflect those suggestions.  

5.     All superseded authorities are required to be individually listed under each 

applicable item. This needs to be accomplished using the follow guidelines as shown in 

the ERA User Handbook: 

Completed.  

6.     Revise Schedule Subject line to read “Office of Inspector General Records (269.4)” 

Completed.  

7.     Please delete the entire first paragraph of the Background Information section. 

Completed.  The following paragraph was deleted: 

“The records in this schedule supersede all previously scheduled GSA records 

associated with the Office of Inspector General.  For those record types not itemized in 

the crosswalk, they have been superseded by the NARA General Records Schedule as 

of the date of this schedule's approval.” 

8.     Background Information: Please update as indicated. 

Office of Inspector General (OIG) Records include documentary material accumulated 

in providing administrative, operational, legal, policy, and planning support for the 

Inspector General function, such as summaries, status reports, planning documents, 

tracking information, analyses, inventories, memoranda, correspondence, and legal 



advice. Additionally, the OIG oversight functions of promoting economy, efficiency, and 

effectiveness, and detecting and preventing waste, fraud, and abuse, as set forth by the 

Inspector General Act of 1978, as amended, are captured through documentary 

material accumulated during audits, investigations, and inspections of GSA programs 

and operations. These materials fall within the following three major categories: 

Audit Records. These records consist of audit reports and supporting documentation 

derived from auditing GSA’s programs and operations. These records include reports 

and supporting documentation such as work papers, spreadsheets analyses, 

summaries, tables, memoranda, and related correspondence, as well as material 

created to administer the audit function. 

Investigative Records. These records consist of investigative reports and supporting 

documentation derived from investigations alleged of fraud, abuse, irregularities, or 

violations of law. Cases relate to programs and operations administered or financed by 

GSA, including agency personnel, contractors, and others having a relationship with the 

agency. An investigation may result in referral for criminal prosecution, civil adjudication, 

or administrative action. Records include subpoenas, interview and activity reports, 

summaries, photographs, and electronic recordings, as well as documentation 

accumulated in planning and administering the investigative function. 

Inspection and Forensic Auditing Records. These records consist of reports and 

supporting documentation accumulated in inspecting and using forensic auditing 

(multidiscipline, innovative technologies) to review agency programs and operations for 

potentially fraudulent, improper, wasteful, or abusive activities, as well as while 

performing OIG internal quality assurance operations, such as operational 

assessments, Federal Managers’ Financial Integrity Act (FMFIA) activities, and 

purchase card suspicious activity queries. These records include reports and supporting 

documentation such as work papers, spreadsheets, analyses, summaries, tables, 

photographs, video recordings, interview and activity reports, memoranda, and related 

correspondence, as well as material created to administer the inspection and forensic 

auditing function. 

These records may contain law enforcement sensitive, Uniform Trade Secrets Act, 

confidential commercial information, and/or Privacy Act information as well as materials 

sealed by court order. 

Completed.    

9.     Delete all of the descriptive information found under the heading “269.4 Office of 

Inspector General Records.” It repeats most of the background information and is not 

necessary. 



Completed. 



Hello Dave, 
 
The latest round of internal review has produced the following which I have compiled for your 
review and revision of the schedule. The schedule has been returned for revision. 
 

1. The Old GSA Numbers listed in the crosswalk do not match the GSA item numbers listed 
in some of the original SF-115s.  Please address the reason for the difference. 
Additionally, the series description for 269.4/010 (Item - 0001) lists records that are not 
scheduled under the SF-115 items on the crosswalk, including significant audit reports 
and significant inspection case files. Please add lines to the crosswalk to cover each series 
of records under this item. 

 
2. Please determine whether significant audit files are currently scheduled as temporary 

under N1-269-99-001 / 03A025A.  If so, please justify the temporary to permanent 
disposition change in your appraisal report. 

 
3. No volume or date span is provided on the schedule for the permanent item DAA-0269-

2015-0002-0001. The NARA Textual Records Division requires information on volume 
and date span for all permanent textual items. 

 
4. Please verify the superseded items and add them to the schedule. Additionally, will other 

items on N1-269-05-001 be superseded by this schedule? In particular, N1-269-05-001 / 
6 seems like it may fit under 269.4 / 032 (Item - 0007). 
 

5. All superseded authorities are required to be individually listed under each applicable 
item. This needs to be accomplished using the follow guidelines as shown in the ERA 
User Handbook: 
 

 
 

6. Revise Schedule Subject line to read “Office of Inspector General Records (269.4)” 
 

7. Please delete the entire first paragraph of the Background Information section. 



8. Background Information: Please update as indicated. 
 

Office of Inspector General (OIG) Records include documentary material 
accumulated in providing administrative, operational, legal, policy, and planning support 
for the Inspector General function, such as summaries, status reports, planning 
documents, tracking information, analyses, inventories, memoranda, correspondence, and 
legal advice. Additionally, the OIG oversight functions of promoting economy, 
efficiency, and effectiveness, and detecting and preventing waste, fraud, and abuse, as set 
forth by the Inspector General Act of 1978, as amended, are captured through 
documentary material accumulated during audits, investigations, and inspections of GSA 
programs and operations. These materials fall within the following three major 
categories: 

 
Audit Records. These records consist of audit reports and supporting 

documentation derived from auditing GSA’s programs and operations. These records 
include reports and supporting documentation such as work papers, spreadsheets 
analyses, summaries, tables, memoranda, and related correspondence, as well as material 
created to administer the audit function. 

 
Investigative Records. These records consist of investigative reports and 

supporting documentation derived from investigations alleged of fraud, abuse, 
irregularities, or violations of law. Cases relate to programs and operations administered 
or financed by GSA, including agency personnel, contractors, and others having a 
relationship with the agency. An investigation may result in referral for criminal 
prosecution, civil adjudication, or administrative action. Records include subpoenas, 
interview and activity reports, summaries, photographs, and electronic recordings, as well 
as documentation accumulated in planning and administering the investigative function. 

 
Inspection and Forensic Auditing Records. These records consist of reports and 

supporting documentation accumulated in inspecting and using forensic auditing 
(multidiscipline, innovative technologies) to review agency programs and operations for 
potentially fraudulent, improper, wasteful, or abusive activities, as well as while 
performing OIG internal quality assurance operations, such as operational assessments, 
Federal Managers’ Financial Integrity Act (FMFIA) activities, and purchase card 
suspicious activity queries. These records include reports and supporting documentation 
such as work papers, spreadsheets, analyses, summaries, tables, photographs, video 
recordings, interview and activity reports, memoranda, and related correspondence, as 
well as material created to administer the inspection and forensic auditing function. 
 

These records will may contain law enforcement sensitive, Uniform Trade Secrets 
Act, confidential commercial information, and/or Privacy Act information as well as 
materials sealed by court order. 

 



9. Delete all of the descriptive information found under the heading “269.4 Office of 
Inspector General Records.” It repeats most of the background information and is not 
necessary. 

 

 
 



NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-0269-2016-0007

Electronic Records Archives Page 1 of 7 PDF Created on: 11/07/2016

Request for Records Disposition Authority

Records Schedule Number DAA-0269-2016-0007

Schedule Status Appraiser Working Version

Agency or Establishment General Services Administration

Record Group / Scheduling Group General Records of the General Services Administration

Records Schedule applies to Agency-wide

Schedule Subject 269.12 - Communications Records

Internal agency concurrences will
be provided

Yes

Background Information This group of records is concerned with the Communications
Program Records not covered by the General Records Schedules.
These program records deal with the record copies of prepared
communications; internal and public, events such as conferences
and symposiums, and routine communications program management
files. This group does not include training records of individual
employees, routine email records, or other informal means of
communications used by all agency staff. This group supersedes all
previously-scheduled GSA record types, where not superseded by
the General Records Schedules.

Item Count

Number of Total Disposition
Items

Number of Permanent
Disposition Items

Number of Temporary
Disposition Items

Number of Withdrawn
Disposition Items

4 1 3 0

GAO Approval
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Request for Records Disposition Authority Records Schedule: DAA-0269-2016-0007
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Outline of Records Schedule Items for DAA-0269-2016-0007

Sequence Number

1 010 – Significant Prepared Communications Records
Disposition Authority Number: DAA-0269-2016-0007-0001

2 011 – Other Prepared Communications Records
Disposition Authority Number: DAA-0269-2016-0007-0002

3 021 – Events Records
Disposition Authority Number: DAA-0269-2016-0007-0003

4 031 – Communications Program Management Records
Disposition Authority Number: DAA-0269-2016-0007-0004
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Request for Records Disposition Authority Records Schedule: DAA-0269-2016-0007
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Records Schedule Items

Sequence Number

1 010 – Significant Prepared Communications Records

Disposition Authority Number DAA-0269-2016-0007-0001

Speeches and communications by Heads of Staff and Service Offices (HSSOs)
as well as the Administrator’s office, biographies of Administrator, Regional
Administrators, HSSOs, and Commissioners; record copies of press releases and
news articles issued from GSA Central and Regional Offices; and record copies of
newsletters, either targeted at all of GSA, regional or business line personnel, or
GSA clients and related records.

Final Disposition Permanent

Item Status Pending

Is this item media neutral? Yes

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

No

GRS or Superseded Authority
Citation

NC1-269-80-012 / 20A1/a/1
NC1-269-80-012 / 20A10/a
NC1-269-80-012 / 20A25/a
NC1-269-80-012 / 20A35/a

Disposition Instruction

Cutoff Instruction Cut off at the end of the fiscal year when issued.

Transfer to the National Archives
for Accessioning

Transfer to NARA 15 years after cutoff.

Additional Information

What will be the date span of the
initial transfer of records to the
National Archives?

Unknown
To be determined.

How frequently will your agency
transfer these records to the
National Archives?

Unknown
To be determined.

2 011 – Other Prepared Communications Records

Disposition Authority Number DAA-0269-2016-0007-0002
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Records created by persons other than the Administrator, Regional Administrators,
HSSOs, and Commissioners. Included are record copies of the prepared
speeches, interviews, biographies, press releases, and related records.

Final Disposition Temporary

Item Status Pending

Is this item media neutral? Yes

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

No

GRS or Superseded Authority
Citation

NC1-269-84-003 / 28A60

Disposition Instruction

Cutoff Instruction Cut off at the end of the fiscal year in which issued.

Retention Period Destroy 6 years after cutoff.

Additional Information

GAO Approval Not Required

3 021 – Events Records

Disposition Authority Number DAA-0269-2016-0007-0003

Records of award ceremonies, dedications, GSA-sponsored symposia and
conferences. Included are invitations, guest lists and rosters, agendas, documents
related to presentations, copies of speeches, administrative arrangements for the
event, and related records.

Final Disposition Temporary

Item Status Pending

Is this item media neutral? Yes

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

No

GRS or Superseded Authority
Citation

NC1-269-80-012 / 20A20
NC1-269-81-004 / 18D5
DAA-GRS-2016-0005-0001

Disposition Instruction

Cutoff Instruction Cut off at the end of the fiscal year when final
payment is made.



NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-0269-2016-0007

Electronic Records Archives Page 5 of 7 PDF Created on: 11/07/2016

Retention Period Destroy 3 years after cutoff but longer retention
is authorized if needed for business or reference
purposes.

Additional Information

GAO Approval Not Required

4 031 – Communications Program Management Records

Disposition Authority Number DAA-0269-2016-0007-0004

Records created in the course of developing communications and managing
graphics, letterhead, and related activities. Included in this series are letterhead
case files, drafts, clearance review copies, supporting materials used in the
creation of prepared communications, correspondence, and related records.

Final Disposition Temporary

Item Status Pending

Is this item media neutral? Yes

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

No

GRS or Superseded Authority
Citation

1820.2A (1994) / 14A10/a/2
N1-269-89-001 / 11E10
NC1-269-80-012 / 20A1/a/2
NC1-269-80-012 / 20A10/b
NC1-269-80-012 / 20A25/b
DAA-GRS-2016-0005-0003

Disposition Instruction

Cutoff Instruction Cut off at the end of the fiscal year when final record
is issued.

Retention Period Destroy 3 years after cutoff but longer retention
is authorized if needed for business or reference
purposes.

Additional Information

GAO Approval Not Required
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Agency Certification

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the records
proposed for disposal in this schedule are not now needed for the business of the agency or will not be needed after the retention
periods specified.

Signatory Information

Date Action By Title Organization

05/11/2016 Certify Robert Smudde National Records Of
ficer

Office of the Chief
Information Officer -
Office of Policy and
Compliance

06/27/2016 Return for Revisio
n

Galen Wilson Senior Appraisal Arc
hivist

National Archives and
Records Administration
- Records Management
Services

06/28/2016 Submit For Certific
ation

Robert Smudde National Records Of
ficer

Office of the Chief
Information Officer -
Office of Policy and
Compliance

06/29/2016 Certify Robert Smudde National Records Of
ficer

Office of the Chief
Information Officer -
Office of Policy and
Compliance

10/28/2016 Return for Revisio
n

Lloyd Beers Appraisal Archivist National Archives and
Records Administration
- ACNR Records
Management Services

10/31/2016 Submit For Certific
ation

David Simmons Knowledge Manage
ment Specialist

Public Buildings Service
- All os Region 5 GSA

11/07/2016 Certify Robert Smudde National Records Of
ficer

Office of the Chief
Information Officer -
Office of Policy and
Compliance
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Executive Summary

Summary

Permanent Item Numbers 0001

Federal Register Notice

Publication Date

Copies Requested 0

Comments Received 0



Executive Order -- Improving Critical 

Infrastructure Cybersecurity 

EXECUTIVE ORDER 

- - - - - - - 

IMPROVING CRITICAL INFRASTRUCTURE CYBERSECURITY 

  

By the authority vested in me as President by the Constitution and the laws of the United States of 

America, it is hereby ordered as follows: 

Section 1. Policy. Repeated cyber intrusions into critical infrastructure demonstrate the need for improved 

cybersecurity. The cyber threat to critical infrastructure continues to grow and represents one of the most 

serious national security challenges we must confront. The national and economic security of the United 

States depends on the reliable functioning of the Nation's critical infrastructure in the face of such threats. It 

is the policy of the United States to enhance the security and resilience of the Nation's critical infrastructure 

and to maintain a cyber environment that encourages efficiency, innovation, and economic prosperity while 

promoting safety, security, business confidentiality, privacy, and civil liberties. We can achieve these goals 

through a partnership with the owners and operators of critical infrastructure to improve cybersecurity 

information sharing and collaboratively develop and implement risk-based standards. 

Sec. 2. Critical Infrastructure. As used in this order, the term critical infrastructure means systems and 

assets, whether physical or virtual, so vital to the United States that the incapacity or destruction of such 

systems and assets would have a debilitating impact on security, national economic security, national 

public health or safety, or any combination of those matters. 

Sec. 3. Policy Coordination. Policy coordination, guidance, dispute resolution, and periodic in-progress 

reviews for the functions and programs described and assigned herein shall be provided through the 

interagency process established in Presidential Policy Directive-1 of February 13, 2009 (Organization of 

the National Security Council System), or any successor. 

Sec. 4. Cybersecurity Information Sharing. (a) It is the policy of the United States Government to increase 

the volume, timeliness, and quality of cyber threat information shared with U.S. private sector entities so 

that these entities may better protect and defend themselves against cyber threats. Within 120 days of the 

date of this order, the Attorney General, the Secretary of Homeland Security (the "Secretary"), and the 

Director of National Intelligence shall each issue instructions consistent with their authorities and with the 

requirements of section 12(c) of this order to ensure the timely production of unclassified reports of cyber 

threats to the U.S. homeland that identify a specific targeted entity. The instructions shall address the need 

to protect intelligence and law enforcement sources, methods, operations, and investigations. 

(b) The Secretary and the Attorney General, in coordination with the Director of National Intelligence, shall 

establish a process that rapidly disseminates the reports produced pursuant to section 4(a) of this order to 

the targeted entity. Such process shall also, consistent with the need to protect national security 

information, include the dissemination of classified reports to critical infrastructure entities authorized to 

receive them. The Secretary and the Attorney General, in coordination with the Director of National 

Intelligence, shall establish a system for tracking the production, dissemination, and disposition of these 

reports. 



(c) To assist the owners and operators of critical infrastructure in protecting their systems from 

unauthorized access, exploitation, or harm, the Secretary, consistent with 6 U.S.C. 143 and in collaboration 

with the Secretary of Defense, shall, within 120 days of the date of this order, establish procedures to 

expand the Enhanced Cybersecurity Services program to all critical infrastructure sectors. This voluntary 

information sharing program will provide classified cyber threat and technical information from the 

Government to eligible critical infrastructure companies or commercial service providers that offer security 

services to critical infrastructure. 

(d) The Secretary, as the Executive Agent for the Classified National Security Information Program created 

under Executive Order 13549 of August 18, 2010 (Classified National Security Information Program for 

State, Local, Tribal, and Private Sector Entities), shall expedite the processing of security clearances to 

appropriate personnel employed by critical infrastructure owners and operators, prioritizing the critical 

infrastructure identified in section 9 of this order. 

(e) In order to maximize the utility of cyber threat information sharing with the private sector, the Secretary 

shall expand the use of programs that bring private sector subject-matter experts into Federal service on a 

temporary basis. These subject matter experts should provide advice regarding the content, structure, and 

types of information most useful to critical infrastructure owners and operators in reducing and mitigating 

cyber risks. 

Sec. 5. Privacy and Civil Liberties Protections. (a) Agencies shall coordinate their activities under this 

order with their senior agency officials for privacy and civil liberties and ensure that privacy and civil 

liberties protections are incorporated into such activities. Such protections shall be based upon the Fair 

Information Practice Principles and other privacy and civil liberties policies, principles, and frameworks as 

they apply to each agency's activities. 

(b) The Chief Privacy Officer and the Officer for Civil Rights and Civil Liberties of the Department of 

Homeland Security (DHS) shall assess the privacy and civil liberties risks of the functions and programs 

undertaken by DHS as called for in this order and shall recommend to the Secretary ways to minimize or 

mitigate such risks, in a publicly available report, to be released within 1 year of the date of this order. 

Senior agency privacy and civil liberties officials for other agencies engaged in activities under this order 

shall conduct assessments of their agency activities and provide those assessments to DHS for 

consideration and inclusion in the report. The report shall be reviewed on an annual basis and revised as 

necessary. The report may contain a classified annex if necessary. Assessments shall include evaluation of 

activities against the Fair Information Practice Principles and other applicable privacy and civil liberties 

policies, principles, and frameworks. Agencies shall consider the assessments and recommendations of the 

report in implementing privacy and civil liberties protections for agency activities. 

(c) In producing the report required under subsection (b) of this section, the Chief Privacy Officer and the 

Officer for Civil Rights and Civil Liberties of DHS shall consult with the Privacy and Civil Liberties 

Oversight Board and coordinate with the Office of Management and Budget (OMB). 

(d) Information submitted voluntarily in accordance with 6 U.S.C. 133 by private entities under this order 

shall be protected from disclosure to the fullest extent permitted by law. 

Sec. 6. Consultative Process. The Secretary shall establish a consultative process to coordinate 

improvements to the cybersecurity of critical infrastructure. As part of the consultative process, the 

Secretary shall engage and consider the advice, on matters set forth in this order, of the Critical 

Infrastructure Partnership Advisory Council; Sector Coordinating Councils; critical infrastructure owners 

and operators; Sector-Specific Agencies; other relevant agencies; independent regulatory agencies; State, 

local, territorial, and tribal governments; universities; and outside experts. 

Sec. 7. Baseline Framework to Reduce Cyber Risk to Critical Infrastructure. (a) The Secretary of 

Commerce shall direct the Director of the National Institute of Standards and Technology (the "Director") 



to lead the development of a framework to reduce cyber risks to critical infrastructure (the "Cybersecurity 

Framework"). The Cybersecurity Framework shall include a set of standards, methodologies, procedures, 

and processes that align policy, business, and technological approaches to address cyber risks. The 

Cybersecurity Framework shall incorporate voluntary consensus standards and industry best practices to 

the fullest extent possible. The Cybersecurity Framework shall be consistent with voluntary international 

standards when such international standards will advance the objectives of this order, and shall meet the 

requirements of the National Institute of Standards and Technology Act, as amended (15 U.S.C. 271 et 

seq.), the National Technology Transfer and Advancement Act of 1995 (Public Law 104-113), and OMB 

Circular A-119, as revised. 

(b) The Cybersecurity Framework shall provide a prioritized, flexible, repeatable, performance-based, and 

cost-effective approach, including information security measures and controls, to help owners and 

operators of critical infrastructure identify, assess, and manage cyber risk. The Cybersecurity Framework 

shall focus on identifying cross-sector security standards and guidelines applicable to critical infrastructure. 

The Cybersecurity Framework will also identify areas for improvement that should be addressed through 

future collaboration with particular sectors and standards-developing organizations. To enable technical 

innovation and account for organizational differences, the Cybersecurity Framework will provide guidance 

that is technology neutral and that enables critical infrastructure sectors to benefit from a competitive 

market for products and services that meet the standards, methodologies, procedures, and processes 

developed to address cyber risks. The Cybersecurity Framework shall include guidance for measuring the 

performance of an entity in implementing the Cybersecurity Framework. 

(c) The Cybersecurity Framework shall include methodologies to identify and mitigate impacts of the 

Cybersecurity Framework and associated information security measures or controls on business 

confidentiality, and to protect individual privacy and civil liberties. 

(d) In developing the Cybersecurity Framework, the Director shall engage in an open public review and 

comment process. The Director shall also consult with the Secretary, the National Security Agency, Sector-

Specific Agencies and other interested agencies including OMB, owners and operators of critical 

infrastructure, and other stakeholders through the consultative process established in section 6 of this order. 

The Secretary, the Director of National Intelligence, and the heads of other relevant agencies shall provide 

threat and vulnerability information and technical expertise to inform the development of the Cybersecurity 

Framework. The Secretary shall provide performance goals for the Cybersecurity Framework informed by 

work under section 9 of this order. 

(e) Within 240 days of the date of this order, the Director shall publish a preliminary version of the 

Cybersecurity Framework (the "preliminary Framework"). Within 1 year of the date of this order, and after 

coordination with the Secretary to ensure suitability under section 8 of this order, the Director shall publish 

a final version of the Cybersecurity Framework (the "final Framework"). 

(f) Consistent with statutory responsibilities, the Director will ensure the Cybersecurity Framework and 

related guidance is reviewed and updated as necessary, taking into consideration technological changes, 

changes in cyber risks, operational feedback from owners and operators of critical infrastructure, 

experience from the implementation of section 8 of this order, and any other relevant factors. 

Sec. 8. Voluntary Critical Infrastructure Cybersecurity Program. (a) The Secretary, in coordination with 

Sector-Specific Agencies, shall establish a voluntary program to support the adoption of the Cybersecurity 

Framework by owners and operators of critical infrastructure and any other interested entities (the 

"Program"). 

(b) Sector-Specific Agencies, in consultation with the Secretary and other interested agencies, shall 

coordinate with the Sector Coordinating Councils to review the Cybersecurity Framework and, if 

necessary, develop implementation guidance or supplemental materials to address sector-specific risks and 

operating environments. 



(c) Sector-Specific Agencies shall report annually to the President, through the Secretary, on the extent to 

which owners and operators notified under section 9 of this order are participating in the Program. 

(d) The Secretary shall coordinate establishment of a set of incentives designed to promote participation in 

the Program. Within 120 days of the date of this order, the Secretary and the Secretaries of the Treasury 

and Commerce each shall make recommendations separately to the President, through the Assistant to the 

President for Homeland Security and Counterterrorism and the Assistant to the President for Economic 

Affairs, that shall include analysis of the benefits and relative effectiveness of such incentives, and whether 

the incentives would require legislation or can be provided under existing law and authorities to 

participants in the Program. 

(e) Within 120 days of the date of this order, the Secretary of Defense and the Administrator of General 

Services, in consultation with the Secretary and the Federal Acquisition Regulatory Council, shall make 

recommendations to the President, through the Assistant to the President for Homeland Security and 

Counterterrorism and the Assistant to the President for Economic Affairs, on the feasibility, security 

benefits, and relative merits of incorporating security standards into acquisition planning and contract 

administration. The report shall address what steps can be taken to harmonize and make consistent existing 

procurement requirements related to cybersecurity. 

Sec. 9. Identification of Critical Infrastructure at Greatest Risk. (a) Within 150 days of the date of this 

order, the Secretary shall use a risk-based approach to identify critical infrastructure where a cybersecurity 

incident could reasonably result in catastrophic regional or national effects on public health or safety, 

economic security, or national security. In identifying critical infrastructure for this purpose, the Secretary 

shall use the consultative process established in section 6 of this order and draw upon the expertise of 

Sector-Specific Agencies. The Secretary shall apply consistent, objective criteria in identifying such critical 

infrastructure. The Secretary shall not identify any commercial information technology products or 

consumer information technology services under this section. The Secretary shall review and update the list 

of identified critical infrastructure under this section on an annual basis, and provide such list to the 

President, through the Assistant to the President for Homeland Security and Counterterrorism and the 

Assistant to the President for Economic Affairs. 

(b) Heads of Sector-Specific Agencies and other relevant agencies shall provide the Secretary with 

information necessary to carry out the responsibilities under this section. The Secretary shall develop a 

process for other relevant stakeholders to submit information to assist in making the identifications required 

in subsection (a) of this section. 

(c) The Secretary, in coordination with Sector-Specific Agencies, shall confidentially notify owners and 

operators of critical infrastructure identified under subsection (a) of this section that they have been so 

identified, and ensure identified owners and operators are provided the basis for the determination. The 

Secretary shall establish a process through which owners and operators of critical infrastructure may submit 

relevant information and request reconsideration of identifications under subsection (a) of this section. 

Sec. 10. Adoption of Framework. (a) Agencies with responsibility for regulating the security of critical 

infrastructure shall engage in a consultative process with DHS, OMB, and the National Security Staff to 

review the preliminary Cybersecurity Framework and determine if current cybersecurity regulatory 

requirements are sufficient given current and projected risks. In making such determination, these agencies 

shall consider the identification of critical infrastructure required under section 9 of this order. Within 90 

days of the publication of the preliminary Framework, these agencies shall submit a report to the President, 

through the Assistant to the President for Homeland Security and Counterterrorism, the Director of OMB, 

and the Assistant to the President for Economic Affairs, that states whether or not the agency has clear 

authority to establish requirements based upon the Cybersecurity Framework to sufficiently address current 

and projected cyber risks to critical infrastructure, the existing authorities identified, and any additional 

authority required. 



(b) If current regulatory requirements are deemed to be insufficient, within 90 days of publication of the 

final Framework, agencies identified in subsection (a) of this section shall propose prioritized, risk-based, 

efficient, and coordinated actions, consistent with Executive Order 12866 of September 30, 1993 

(Regulatory Planning and Review), Executive Order 13563 of January 18, 2011 (Improving Regulation and 

Regulatory Review), and Executive Order 13609 of May 1, 2012 (Promoting International Regulatory 

Cooperation), to mitigate cyber risk. 

(c) Within 2 years after publication of the final Framework, consistent with Executive Order 13563 and 

Executive Order 13610 of May 10, 2012 (Identifying and Reducing Regulatory Burdens), agencies 

identified in subsection (a) of this section shall, in consultation with owners and operators of critical 

infrastructure, report to OMB on any critical infrastructure subject to ineffective, conflicting, or excessively 

burdensome cybersecurity requirements. This report shall describe efforts made by agencies, and make 

recommendations for further actions, to minimize or eliminate such requirements. 

(d) The Secretary shall coordinate the provision of technical assistance to agencies identified in subsection 

(a) of this section on the development of their cybersecurity workforce and programs. 

(e) Independent regulatory agencies with responsibility for regulating the security of critical infrastructure 

are encouraged to engage in a consultative process with the Secretary, relevant Sector-Specific Agencies, 

and other affected parties to consider prioritized actions to mitigate cyber risks for critical infrastructure 

consistent with their authorities. 

Sec. 11. Definitions. (a) "Agency" means any authority of the United States that is an "agency" under 44 

U.S.C. 3502(1), other than those considered to be independent regulatory agencies, as defined in 44 U.S.C. 

3502(5). 

(b) "Critical Infrastructure Partnership Advisory Council" means the council established by DHS under 6 

U.S.C. 451 to facilitate effective interaction and coordination of critical infrastructure protection activities 

among the Federal Government; the private sector; and State, local, territorial, and tribal governments. 

(c) "Fair Information Practice Principles" means the eight principles set forth in Appendix A of the 

National Strategy for Trusted Identities in Cyberspace. 

(d) "Independent regulatory agency" has the meaning given the term in 44 U.S.C. 3502(5). 

(e) "Sector Coordinating Council" means a private sector coordinating council composed of representatives 

of owners and operators within a particular sector of critical infrastructure established by the National 

Infrastructure Protection Plan or any successor. 

(f) "Sector-Specific Agency" has the meaning given the term in Presidential Policy Directive-21 of 

February 12, 2013 (Critical Infrastructure Security and Resilience), or any successor. 

Sec. 12. General Provisions. (a) This order shall be implemented consistent with applicable law and subject 

to the availability of appropriations. Nothing in this order shall be construed to provide an agency with 

authority for regulating the security of critical infrastructure in addition to or to a greater extent than the 

authority the agency has under existing law. Nothing in this order shall be construed to alter or limit any 

authority or responsibility of an agency under existing law. 

(b) Nothing in this order shall be construed to impair or otherwise affect the functions of the Director of 

OMB relating to budgetary, administrative, or legislative proposals. 

(c) All actions taken pursuant to this order shall be consistent with requirements and authorities to protect 

intelligence and law enforcement sources and methods. Nothing in this order shall be interpreted to 



supersede measures established under authority of law to protect the security and integrity of specific 

activities and associations that are in direct support of intelligence and law enforcement operations. 

(d) This order shall be implemented consistent with U.S. international obligations. 

(e) This order is not intended to, and does not, create any right or benefit, substantive or procedural, 

enforceable at law or in equity by any party against the United States, its departments, agencies, or entities, 

its officers, employees, or agents, or any other person. 
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5/27/2016 ODC File Inventory (2nd Floor only)

(does not include west side of Room 2021 where Small Projects R&A files may be located

NOTE: Assumptions

70% of the files are probably past the temporary storage requirement date.

30% of files are probably considered permanent storage with archiving required

All project files not archived will be shredded as SBU - coordinate with the ROB BM

One drawer is the equivalent of 3 archive sized boxes

Unknown at this time how much of the drawings (flat and rolled) will be archived or shredded

Room Project POCs Drawers Boxes Drawings NOTES

2110 Clara Barton Hudson 1

DOI HQ M Banks 3

2114 ATF HQ Hamilton 4 6

SEFC B Banks 4

ROB White 1

Switzer Crowley 5

Miscellaneous  --- 6 4

2120 HH Hoover Hammoudeh 4 18 8

Courts 6

2130 Tax Court Massey 1

Bostetter Court Massey 1

Markey 2 3

AFRH Hamilton 20

Miscellaneous  --- 10 4

2021 - Row 1 ATF HQ Hamilton 10

ATF HQ - 2x locked rooms Hamilton 30 30 1 full room, 1 partial room (estimated)

AFRH Hamilton 1 5

FDA Lee 16

ROB White 8 4

Miscellaneous  --- 2

2021 - Row 2 HOTD 1 White 5

1800 F Smith/Hassinger 8

Supreme Court ? 2

Census Bhargava 1

USSS Rowley Smith 1

Eisenhower Memorial 1

Cubicle - ? Fred Clements 4

2021 - Row 3 Cubicle - Census Bhargava 42 marked as ready for archiving

Cubicle - NOAA Bhargava 20 marked as ready for archiving

NAC Brown 30 12

Miscellaneous  --- 8

2021 - Row 4 OPDQ Historic Preservation Files

2021 - Row 5 FDA Lee 3

Room - Census Bhargava 24

Room - IRS Bhargava 6

Room - WWII Memorial ? 8 4

Room - SEFC B Banks 12

Connecting Smithsonian  --- 5

Corridor R&A Small Projects Schall 6

PG CH Smith 6

USSS Rowley Smith 2

92 259 76

drawers = 3 equivalent boxes 3

276

Total Box Equivalent 535  = 276 + 259

less boxes marked ready for archiving 62

total 473

estimate 30% of files will go to Archives 30%

141.9

add back in 62

estimated boxes for Archiving 203.9

approximate total of boxes for Archiving 200 boxes
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The Federal Acquisition Service (FAS) operates at the core 
of the GSA mission: Leverage the buying power of the 
Federal government to acquire the best value for taxpayers 
and Federal customers. To support GSA and accomplish our 
mission, FAS uses innovative techniques and leverages 
government-wide buying power, acquisition expertise, and 
electronic tools to successfully deliver new and existing 

services, products and solutions. 
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The Office of GSA IT provides quality technology solutions: 
laptops, mobile devices, collaborative cloud-based software, 
training and support. The organization also provides 

innovative, mobile-ready and collaborative solutions to have 
the ability to work anywhere. GSA IT strives to be the 
technology leader In agility, efficiency, mobility, and 
productivity. 
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The Office of Administrative Services (OAS) serves all GSA 

employees by providing a single point of entry for information 

conceming administrative and management guidance and 

services 
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GSA:s Office of the Chief Financial Officer (OCFO) provides 
financial, payroll, and systems services for the agency and 
Its staff offices. as well as more than 50 extemal clients. The 
Office provides policy leadership In strategic planning, 
budgeting and financial management. 
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The Office of Civil Rights administers five programs related 

to Federal civil rights laws and regulations. Those programs 

are the Equal Employment Opportunity Program for GSA 

employees (current and former) and applicants for 

employment; the Affirmative Employment Program; the Non­

discrimination In Federally Conducted Programs and 

Activities Program for Federal Tenants and members of the 

general public seeking access to programs and activities 

conducted by GSA; the Non-discrimination in Federally 

Assisted Programs and Activities Program for persons 

eligible to participate in programs or activities that receive 

Federal financial assistance from GSA; and the 

Environmental Justice Program. OCR also administers the 

appeals process for administrative grievances filed by GSA 

employees. 
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The new Technology Transformation Service (TIS) applies 

modem methodologies and technologies to improve the 

public's experience with government by helping agencies 

make their services more accessible, efficient, and effective, 

and by itself providing services that exemplify these values. 

The Service builds, provides. and shares technology 

applications, platforms, processes, personnel, and software 

solutions to federal agencies In an effort to help them better 

serve the public. 
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The Office of General Counsel (OGC) carries out all legal 

activities of the General Services Administration (GSA); 
ensures full and proper Implementation of GSA's statutory 
responsibilities; provides legal counsel to the Administrator, 

the Deputy Administrator, and other officials of GSA (with the 

exception of certain legal activities of the Office of Inspector 
General and the Board of Contract Appeals). The General 

Counsel is the chief legal officer of the agency and is 
responsible for legally sound implementation of GSA's 
mission responsibilities nationwide. 
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GSA created the Office of Govemmentwide Policy (OGP) to 

consolidate its policy functions Into a single organization. 

OGP's policymaking authority cover the areas of personal 

and real property, travel and transportation, information 

technology, regulatory information and use of federal 

advisory committees. 
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The GSA Ol!ice of Mission Assurance (OMA) Central Ol!ice 

and Regional staff provides agency wide leadership and 

coordination for emergency management and security policy; 

including occupant emergency planning, response and 

recovery, personal identity verification, physical security, 

personnel security and suitability activities. 
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The Office of Small Business Utilization (OSBU) engages in 
activities that make H possible for the small business 
community to meet key contracting experts and be 
counseled on the procurement process. They monitor and 
implement small business policies and manage a range of 
programs mandated by law. 



General Services Administration – Service and Staff Office Level 

 

 

Administrator (A) 
0 

~ 
CBCA (G) 

0 
FAS (Q) 

0 
GSA IT (I) 

0 
OAS (H) 

0 
OCFO (B) 

0 
OCIA (S) 

0 
OCM(Z) 

0 
OCR (AK) 

0 
TIS (T) 

0 
OGC (L) 

0 
OGP (M) 

0 
OHRM (C) 

0 
OIG (J) 

0 
OMA (O) 

0 
OSBU (E) 

-o 
PBS (P) 

0 

Acq Mgmt (PV) 
0 

" 
DC (PC) 

/ 0 

ij FMSP (PM) 
0 

Leasing (PR) 
.0 

Rfli\M (PT) 
0 

Real Prop UtiVDisp (PI) 
0 

PBS (P) 

Public Building Services cover a wide array of 
responslbll~ies. including designing and building of award­

winning courthouses, border stations, federal office 
buildings, laboratories, and data processing centers, repair 

and renovate facilities, housing of over 100 child care 
centers, donate or sell real estate for federal agencies, 

leading government agencies in energy conservation, 

sustainability, recycling, and historic preservation maintaining 

more than 470 historic properties, commission artwork for 

new federal buildings and conserve a substantial inventory of 
New Deal art. 
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Watchdog: 18F Caused a 'Data Breach' Using
Slack
By Mohana Ravindranath

May 13, 2016

Tech consulting team 18F's Slack account may have exposed sensitive government information to outsiders and
resulted in a data breach, a watchdog report says.

18F, a unit inside the General Services Administration made up largely of private sector recruits who whip up
digital prototypes and advise other agencies on tech projects, required employees to use the messaging and
collaboration application Slack to share content such as spreadsheets and PDFs. Slack has gained significant
traction among employees at startups and tech companies. 

Using Slack exposed more than 100 GSA Google Drive accounts -- essentially, storage files -- to outsiders for at
least five months, according to a new report from the General Services Administration's Office of the Inspector
General. Vulnerable information included personally identifiable information and proprietary information
belonging to contractors, the report said. 

The team had been using an authentication protocol known as "OAuth2.0" -- neither Slack nor that protocol had
been approved by GSA IT standards, according to the IG. It was the use of this authentication method that exposed
the Google drives to potential intrusion.

» Get the best federal technology news and ideas delivered right to your inbox. Sign up here.

An 18F supervisor notified a senior security officer at GSA about the breach five days after it was discovered in
early March. According to that supervisor, the vulnerability had existed since October. That appears to have run
afoul of GSA's policy on data breaches, which requires all incidents involving personally identifiable information
be reported to GSA's chief information security officer's team within one hour of discovery. 

18F has been very public about its use of Slack, announcing in a blog post it had coded a bot in the application to
flag potentially sexist phrases -- suggesting the word "guys" be substituted for "people" or "team," for instance. 

Last year, Slack itself disclosed a database storing user information had been exposed to intruders, and
subsequently enabled new security features including two-factor authentication and a password "kill-switch"
allowing entire teams to automatically reset passwords. The OIG recommended GSA stop using Slack and OAuth
2.0 until they're approved by agency IT standards. 

In an email to Nextgov, a GSA spokesperson referred to the incident as a "misconfiguration in one of our
collaboration tools."

After the issue was identified, GSA "initiated an internal review that did not identify any data breaches" and "made
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our user community aware" of the problem.  

18F and the U.S. Digital Service, a White House tech team, are also the subject of a Government Accountability
Office audit, expected to be published in June. 

By Mohana Ravindranath

May 13, 2016

http://www.nextgov.com/cio-briefing/2016/05/watchdog-18f-caused-data-breach-using-slack/128288/
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Senior Agency Official for Records Management 
FY 2015 Annual Report 

 
The Managing Government Records Directive (M-12-18) requires Senior Agency Officials 
(SAOs) for Records Management to provide an annual report to NARA. This report 
demonstrates how your organization is achieving the goals of the Directive and other important 
initiatives as identified by NARA. 

 
NARA uses the reports to determine the overall progress of the Federal Government in meeting 
the goals of the Directive, including implementing proper email management and transitioning to 
electronic recordkeeping. Additionally, NARA uses the report for information sharing purposes 
to provide best practices and model solutions with Federal agencies. 

 
The reporting period begins on November 16, 2015, and reports are due back to NARA no later 
than COB January 29, 2016. 

 
Please note that NARA will post a version of your 2015 SAO report on the NARA website. This 
action is in the interest of transparency in Government and to promote collaboration and 
communication among agencies. Please let us know whether there is a specific justification as to 
why your report cannot be publicly shared (in whole or in part). 

 
Instructions for Reporting 

 
•  This template covers progress through fiscal year (FY) 2015. 

 
•  Please be brief and precise in your answers. Limit answers to each question to no 

more than 500 words. 
 

•  Please complete the eight questions/items on the following pages and send the 
report to prmd@nara.gov. Include the words “SAO annual report” and your 
agency’s name in the subject line of the email. 

 
•  If you are responsible for records management in multiple agencies, components, or 

bureaus, please determine how you will submit reports to NARA. While NARA 
prefers a comprehensive report, you may submit separate reports for each 
component. 
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Provide the following information (required): 

 
 
 
Name of SAO: Cynthia  A. Metzler 
 
Position title: Chief Administrative Services Officer 
 
Address: 1800 F St. NW Room 7300, Washington, DC  20405 
 
Office telephone number: (202) 357-9697  
 
 
1. What are the agencies, components, or bureaus covered by this report and your 

position as SAO?  Please list them below:  
 
This report covers the General Services Administration. 

 
 
 
2.  Is your agency going to meet the Directive goal to manage all email records in an accessible 
electronic format by December 31, 2016? (Directive Goal 1.2) 

 
 
                                           X Yes         No 
 

2a) Provide a list of actions your agency, components, or bureaus have taken 
to meet this goal. Include specific information on your progress 
regarding: 

 
• establishing formally approved email policies, 
• use of any automated systems for capturing email, 
• providing access / retrievability of your email, 
• establishing disposition practices for agency email (either destroy in 

agency or transfer to NARA), and 
• possible implementation of the Capstone approach for applicable 

agency email. 
 
2a) GSA IT and the Office of Administrative Services are working 

together to implement the Capstone approach for saving email 
records in an accessible electronic format by December 31, 2016. 
The following steps have already been taken: 

 
1) A license for the system in which the email will be stored 

(Google Vault) was purchased and implemented in July 2015.    
2) A Capstone policy has been drafted and shared with internal 

stakeholders and NARA for review and comment.  Revisions 
will be made to the draft based on that review. A draft was sent 
to NARA, for approval in November of 2015. 

3) Internally, GSA’s Office of Human Resource Management is 
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working to identify which employees will be in the category of 
“Capstone Officials” and how to manage changes to the list as 
time progresses. 

 
 

2b) Provide a list of the actions your agency, components, or bureaus plan to 
take in 2016 to meet this goal. 

 
2b) GSA plans to complete its implementation of the Capstone 

approach by the end of December, 2016. This plan includes: 
- implementing Google Vault as the technical solution (already 

completed) 
- designating GSA Capstone Officials, 
- finalizing and implementing the GSA Capstone policy. 

 
 
 
3.  Has your agency taken actions to implement the 2014 amendments to the Federal Records Act 
requiring Federal employees to copy or forward electronic messages (including email, texts, 
chats, and instant messaging) that are federal records from their nonofficial accounts to official 
accounts within 20 days? 

X Yes No 
 

Please provide a brief description of the actions taken, such as establishing policies 
and providing training. 
 
GSA’s mandatory, annual records management training was updated in 2015 to 
specifically address this topic. GSA is drafting an update to its Records Management 
Policy (OAS P 1820.1) to provide more detailed guidance on the requirement for 
Federal employees to copy or forward electronic messages (including email, texts, 
chats, and instant messaging) that are federal records from their nonofficial accounts 
to official accounts within 20 days.  

 
 
 
4.  Describe your agency’s internal controls for managing electronic messages (including email, 
texts, chats, and instant messaging) of the agency head and other executives (including 
appropriate advisers, and other senior management staff). 
 

GSA uses primarily Google Gmail for email and Google Hangouts for chat functions. At 
present, GSA is working to implement the Capstone approach to email management as 
described by the National Archives and Records Administration in NARA Bulletin 2013-
02 (https://www.archives.gov/records-mgmt/bulletins/2013/2013-02.html). The 
implementation process will be complete by the end of this year (2016). Once fully 
implemented, GSA will have the email of the GSA Administrator and other executives 
retained permanently with transfers of email to NARA when they become 15 years old. 
With regard to chat dialogues via Google Hangouts, those messages are not preserved.  
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5.  Is your agency going to meet the Directive goal to submit records schedules to NARA for 
all existing paper and other nonelectronic records by December 31, 2016? (Directive Goal 
2.5) 

 
 

X Yes No 
 

5a) Provide a list of the actions your agency, components, or bureaus have 
taken to meet this goal. 

 
5a) In FY2015, GSA submitted components of a new, flexible bucket 

schedule to NARA that will provide records schedules for all existing 
paper and other non-electronic records. We anticipate that GSA will 
receive NARA’s approval on that flexible schedule by deadline of 
December 31, 2016.  

 
 
 

5b) Provide a list of the actions your agency, components, or bureaus plan to 
take in the future to meet this goal. 

 
5b) GSA believes that actions we have taken, once approved by NARA, 

will suffice to meet the goal. 
 
 
6. Is your agency going to meet the Directive goal to manage all permanent electronic records 
in an electronic format by December 31, 2019? (Directive Goal 1.1) 

 
X Yes No 

 
6a) Provide a list of the actions your agency, components, or bureaus 

have taken to meet this goal. Include specific information on your 
progress regarding: 

 
• establishing formally approved electronic records policies, 
• use of any automated systems for capturing electronic records, 
• providing access / retrievability of your electronic records, and 
• establishing disposition practices for agency electronic records. 
 

6a) GSA is in the implementation phase of an Electronic Document Management 
System (EDMS). In recent months, GSA has: 

 
1) Completed documenting business requirements 
2) Held a competition and selected a software product (Alfresco). 
3) Created a product development environment for testing components as 

they are developed. 
4) Selected a vendor to do the implementation. 
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6b) Provide a list of the actions your agency, components, or bureaus plan 
to take in the future to meet this goal. 

 
6b) Working with its contract vendor, GSA will be phasing in the 

EDMS solution over the next three years with the goal of being 
completed by December 31, 2019. 

 
 
 
7. Please provide any insight to your agency’s efforts to implement the Managing Government 
Records Directive and the transition to a digital government.  
 
Provide a brief description, including any positive or negative outcomes, challenges, and other 
obstacles. 

 
GSA has or will have implemented the appropriate parts of the Managing Government 
Records Directive prior to the time frames outlined in the directive.  One challenge GSA 
has had is identifying and sending permanent records which are 30 years or older to 
NARA.  However, it is anticipated that this process should be completed by March 2016. 
 

 
 
8. With regard to records management, is your agency preparing for the upcoming change in 
Presidential administration? 

 
X Yes No 

 
8a) Provide a list of the actions your agency, components, or bureaus have 

taken to ensure records of departing senior officials will be appropriately 
managed during the upcoming change in Presidential administration. 

 
8a) GSA provides on its On-Line University regarding how records are 

to be managed, including those of senior officials.  This training is 
mandatory for all GSA employees and is required to be taken on a 
yearly basis.  GSA will remind all departing senior officials of their 
obligations. 

 
 
 

8b) Provide a list of the actions your agency, components, or bureaus plan to 
take in the future to ensure records of departing senior officials will be 
appropriately managed during the upcoming change in Presidential 
administration, including ensuring that federal records are not improperly 
removed from the agency. 

 
8b)  GSA plans on creating an on-line training course that focuses 

specifically on the requirements a senior official must meet in regards 
to records management when leaving the government.  This course 
will be required to be taken prior to leaving government service.  As 
noted above, departing officials will be reminded of their obligations 
regarding records. 
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GSA’s Office of the Inspector General’s Response to the SAO Report 
 
The GSA Office of Inspector General (OIG) has a separate email system, which it administers 
without GSA assistance. OIG also has some separate file storage systems which GSA has no 
control over or insight into. OIG thereby supplements the GSA SAO report submission with the 
following: 
 
The OIG is working towards achieving the goal of the Managing Government Records Directive 
(M-12-18) to manage email records in an accessible electronic format by December 31, 2016. We 
are in the process of taking action to implement the 2014 amendments to the Federal Records 
Act regarding forwarding electronic messages to official accounts within 20 days, and we are 
establishing controls for managing electronic records of the IG and other executives.    
 
The OIG met the M-12-18 goal to submit records schedules to NARA in May, 2015, and intends 
to meet the goal to manage all permanent records in electronic format by December 31, 2019. 
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:o ~ATIONAL ARCHlVES nnd RECORDS ADMINISTRATION (NIR) 
WASHINGTON, DC 20408 
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Office of Administrative Service 
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6 AGENCY CERTIFICATION 
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and that the records proposed for disposal on the attached 2 page(s) are not now needed for the busine$$ 
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rchives and Records Administration (NIR) 
DC 20408 Date Received , . 

I~ 1 
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6. Agency Certification 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the records proposed 

for disposal on the attached page(s) are not now needed for the business of this agency or wi ll not be needed after the retention 

periods specified; and that written concurrence from the General Accounting Office, under the provisions of Title 8 of the GAO Manual for 
Guidance of Federal Agencies: 

(g i::; not required D I:; allaclled D has been requested 
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8. Description of Item and Proposed Disposition 

1 Ledgers. 

115-109 

1 0 ledgers and 2 loose bundles of Reconstruction Finance Corporation 

(RFC) records (RG 234), specifically Metals Reserve Company (MRC) and 

Rubber Reserve Company (RRC) records. Records relate to a variety of topics 

including production, shipment, and contracts, among others. 
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RG 234 Ledgers and Loose Bundles Inventory 

Ledger #58- Running Totals Contract Shipments, Stockpile, Tonnage, Invoice Metals Reserve, 1945 . 

Ledger #129 - Records of the Reconstruction Finance Corporation. Metals Reserve Company. Metals 

and Minerals Division. Metals & Minerals Division Declared Exports Thru Argentina to 

United Kingdom. Box No. 1 

Ledger- Chrome Contracts, 1942 - 1944. (Content Note: contains FEA and BEW Import contracts.) 

Metals Reserve Company 98 

Ledger - Metals Reserve Company. Manganese. Manganese Brazil Thru Manganese Chile. Box No. I 

(Content Note: contains FEA Import Contracts.) Metals Reserve Company 99 

Ledger - Copolymer Baton Rouge Shipments & Inventory, 1950 - 1952. [No Box or Ledger Number] 

Ledger - Records of the Reconstruction Finance Corporation. Rubber Reserve Company. Production 

Reports. 1944 - 1953 RRC Box 2 Rubber Reserve Company 87 

Ledger - Carload & LCL Shipments Esso & Humble 1952- 1955. [No Box/Ledger#] (Content Note: 

contains references to Baton Rouge and Baytown, Federal Facilities Corporation, Less 

that Carload, Exxon Mobile, and Humble Oil and Refining Company) 

Ledger- Carload & LCL Shipments Accumulative Totals Esso and Humble Inactive. 1952 - 1954 [No 

Box/Ledger#] (Content Note: contains references to Baton Rouge and Baytown) 

Ledger - Carload & LCL Shipments Esso & Humble 1950 -1954. [No Box/Ledger#] (Content Note: 

contains references to Carload and LCL Shipments, Copolymer, Firestone Akron, 

Firestone, Lake Charles, General, Goodrich, Pt. Naches, Goodyear, Kentucky, and 

Phillips) 
Ledger - Custom Metals Reserve Dutiable Material1940-43 Metals Reserve Co. Box 161. 

Bundle 1 - General Records Branch. Production Section Metals Country Wide T to Z Book #54 

Bundle 2 - Metals Reserve Country Box 286 . 
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SUMMARY 

Job Nv. 1-..J2-234-13-001 

Item Count: l-

Textual Archives Services Division recommends that RG 234 ledgers and loose bundles be scheduled for 

destruction as they do not warrant continued preservation in the National Archives. The records are Metals Reserve 

Company (MRC) and Rubber Reserve Company (RRC) records concerning such topics as contracts and shipments, 

which have little or no research value. The records are similar to those authorized for disposal on N2-234-93- l. 

Because we cannot say for certainty these records are covered by this schedule, we must undertake a new internal 

disposal action in order to destroy them. 

I recommend approval ofthis schedule. 

RECOMMENDATION 

I:8J I. APPROVED FOR DISPOSAL. The records described under all items oflhc schedule. except those that may be listed in blocks 2, 3, and 4 of this section, are disposable 

because they do not, or will not after the lapse of the period specified, ha\e sufficient administrative, legal, research or other value to \\arrant their continued preservat ion 

by the Government. 

0 2. APPROVED FOR PERMANENT RETENTION. The records described under the following item or items hn~e been appraised by the National Archives and Records 

Administration (NARA) and are determined to have sufficient historical or other value to warrant their continued preservation by the United States Government. The 

agency will transfer these records to the National Archives as specified. 

0 3. DISPOSITION NOT APPROVED. "Ole records described under the foiiO\\ing item or items are not approved for disposition. 

D 4. WITHDRAWN. The records described under the foll owing item or items have been withdrawn at the request of the agency and/or NARA. 
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February 25 , 2016 

Ms. Cynthia A. Metzler 

Chief Administrative Services Office 

Office of Administrative Services 

General Services Administration 

1800 F Street, NW 

Washington, DC 20405 -0001 

Dear Ms. Metzler: 

I am writing in response to your letter dated November 19, 2015, describing the circumstances 

regarding the alleged unauthorized destruction of Federal records related to the General Services 

Administration (GSA) management of the Army's Childcare Subsidy Program. 

The email and voicemail communications received by GSA related to the Anny's Childcare 

Subsidy Program are Federal records and therefore must be managed in accordance with the 

applicable U.S. laws, regulations, and rules. This includes the General Records Schedules (GRS) 

issued by the National Archives and Records Administration (NARA), and agency-specific 

records disposition schedules approved by the Archivist of the United States. Federal records 

cannot be disposed of until the appropriate disposition authority has been ascertained and 
applied. 

Your reference to 36 CFR § 1222.1 O(b) as an authority for selection and disposition of records is 

an erroneous interpretation of the regulation. This definition explains the phrase "appropriate for 

preservation" as it appears in 44 U.S.C § 3301, Definition of Records. The intent ofboth the 

codified phrase and its regulatory definition is to insure that agencies protect, maintain 

unchanged, and keep intact, records having evidential value relative to the business of the 
agency. This definition does not supersede the regulations that specifically address agency 
records management and records retention requirements. 
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GSA 's own policies should have led GSA employees to identify the emails and voicemail 

messages created and received in connection with the Army's Childcare Subsidy Program as 

Federal records, and ensured their management in accordance with the appropriate NARA 

records disposition authority. 

GSA Policy and Procedure, OAS P 1820.1, Appendix B, provides the following instruction to 

GSA employees: 

"If documentary material is made or received by a GSA associate when performing their 

assigned duties, it is presumed to be a record, and safeguards should be instituted to 

prevent unauthorized destruction/deletion or removal from GSA electronic systems or 

physical files. 

GSA intemal order CIO 2160.2B CHGE 1, GSA Electronic Messaging and Related Services, 

correctly instructs GSA employees to manage email and alerts them to Federal records 

management requirements as well as explaining what types of email messages are non-record or 

transitory. 

The email and voicemail records created or received by the program are records of "program 

administration" as described in GSA Records Maintenance and Disposition System, OAD P 

1820.2, Appendix 9, Files Common to Most Offices. This appendix is incorporated in full into 

GSA records control schedule NCl -269-80-2 (available on our web site at 

http://www.archives.gov/records-mgmt/rcs/schedules/independent-agencies/rg-0269/nc1 -269-80-

02_sf115.pdf). In this schedule, item 9Cl delineates the breadth and scope of program 

administration records and establishes temporary retention with destruction authorized when the 

records become 2 years old. Records schedule items 9C3 and 9C5 address managing non-record 

files and unscheduled files respectively. 

Based on your letter, it appears that GSA personnel appropriately managed emails with general 

questions (e.g., requests for a phone number or internet address) under GRS 23, Item 7. Please 

note that as of August 2015, the appropriate legal authority became GRS 4.2, item 10, General 

Information Request Files, which has a minimum retention of 90 days. Your letter indicated that 

emails upon which action was taken were transferred to the content management software 

system lmageNow. In instances where an email sent to the shared box was immediately acted 

upon, were these emails also included in ImageNow? What disposition authority(ies) is GSA 

applying to the records stored in ImageNow? 



There is a reasonable expectation that the administration of programs such as the Anny's 

Childcare Subsidy Program would necessitate the creation of case files corresponding to a 

family's request, determination of eligibility, and award of childcare subsidy under the Program. 

Are all case files for this program stored in the ImageNow system? For emails that were deleted 

when the mailbox was approximately 97 percent full, are those emails found in lmageNow? If 

not, what volume and number of emails, not disposable under GRS 4.2 item 10, were deleted 

without meeting the retention period for the programs' records? 

NARA also has questions regarding the management of voice mail communications where those 

communications impacted the transaction of the official business of the program. Voicemail may 

be routine and transitory or it can contain information of importance for inclusion in the case file 

of a program applicant or participant. How was this determination made? How was the 

information contained in voicemails captured and, where applicable, included with the case files? 

The creation of a call log using system metadata creates a new record and does not eliminate the 

requirement to manage the voicemails as records. 

NARA notified you in a letter dated September 23, 2015, of an alleged unauthorized destruction 

of Federal records as required by 36 CFR §1230.16(b). Your response has raised additional 

questions, which we request that you address along with the required response outlined in 36 

CFR §1230.14: 

( 1) A complete description of the records with volume and dates if known; 

(2) The office maintaining the records; 

(3) A statement of the exact circumstances surrounding the removal, defacing, alteration, 

or destruction of records ; 

( 4) A statement of the safeguards established to prevent further loss of documentation; 

and 

(5) When appropriate, details of the actions taken to salvage, retrieve, or reconstruct the 

records. 

This case can be brought to a satisfactory resolution with your responses to the above points, and 

the additional questions in this letter. In addition, please provide a copy of the Records 

Maintenance Plan (GSA 2039), or equivalent, for the GSA administration of the Anny's 

Childcare Subsidy Program. 



I appreciate your cooperation in this matter. We understand that the issues are complex, and 

would like to assure you that we are available to discuss our requirements and potential 

responses. If you have any questions, please contact Lloyd Beers at 301 -837-0480 or 

llovd.bcers(a)nara.gov. 

Acting Chief Records Officer 
for the U.S. Government 



Presidential Policy Directive -- Critical 

Infrastructure Security and Resilience 

PRESIDENTIAL POLICY DIRECTIVE/PPD-21 

SUBJECT: Critical Infrastructure Security and Resilience 

The Presidential Policy Directive (PPD) on Critical Infrastructure Security and Resilience advances a 

national unity of effort to strengthen and maintain secure, functioning, and resilient critical infrastructure. 

  

Introduction 

The Nation's critical infrastructure provides the essential services that underpin American society. Proactive 

and coordinated efforts are necessary to strengthen and maintain secure, functioning, and resilient critical 

infrastructure – including assets, networks, and systems – that are vital to public confidence and the 

Nation's safety, prosperity, and well-being. 

The Nation's critical infrastructure is diverse and complex. It includes distributed networks, varied 

organizational structures and operating models (including multinational ownership), interdependent 

functions and systems in both the physical space and cyberspace, and governance constructs that involve 

multi-level authorities, responsibilities, and regulations. Critical infrastructure owners and operators are 

uniquely positioned to manage risks to their individual operations and assets, and to determine effective 

strategies to make them more secure and resilient. 

Critical infrastructure must be secure and able to withstand and rapidly recover from all hazards. Achieving 

this will require integration with the national preparedness system across prevention, protection, mitigation, 

response, and recovery. 

This directive establishes national policy on critical infrastructure security and resilience. This endeavor is 

a shared responsibility among the Federal, state, local, tribal, and territorial (SLTT) entities, and public and 

private owners and operators of critical infrastructure (herein referred to as "critical infrastructure owners 

and operators"). This directive also refines and clarifies the critical infrastructure-related functions, roles, 

and responsibilities across the Federal Government, as well as enhances overall coordination and 

collaboration. The Federal Government also has a responsibility to strengthen the security and resilience of 

its own critical infrastructure, for the continuity of national essential functions, and to organize itself to 

partner effectively with and add value to the security and resilience efforts of critical infrastructure owners 

and operators. 

  

Policy 

It is the policy of the United States to strengthen the security and resilience of its critical infrastructure 

against both physical and cyber threats. The Federal Government shall work with critical infrastructure 

owners and operators and SLTT entities to take proactive steps to manage risk and strengthen the security 

and resilience of the Nation's critical infrastructure, considering all hazards that could have a debilitating 

impact on national security, economic stability, public health and safety, or any combination thereof. These 



efforts shall seek to reduce vulnerabilities, minimize consequences, identify and disrupt threats, and hasten 

response and recovery efforts related to critical infrastructure. 

The Federal Government shall also engage with international partners to strengthen the security and 

resilience of domestic critical infrastructure and critical infrastructure located outside of the United States 

on which the Nation depends. 

U.S. efforts shall address the security and resilience of critical infrastructure in an integrated, holistic 

manner to reflect this infrastructure's interconnectedness and interdependency. This directive also identifies 

energy and communications systems as uniquely critical due to the enabling functions they provide across 

all critical infrastructure sectors. 

Three strategic imperatives shall drive the Federal approach to strengthen critical infrastructure security and 

resilience: 

1) Refine and clarify functional relationships across the Federal Government to advance the national unity 

of effort to strengthen critical infrastructure security and resilience; 

2) Enable effective information exchange by identifying baseline data and systems requirements for the 

Federal Government; and 

3) Implement an integration and analysis function to inform planning and operations decisions regarding 

critical infrastructure. 

All Federal department and agency heads are responsible for the identification, prioritization, assessment, 

remediation, and security of their respective internal critical infrastructure that supports primary mission 

essential functions. Such infrastructure shall be addressed in the plans and execution of the requirements in 

the National Continuity Policy. 

Federal departments and agencies shall implement this directive in a manner consistent with applicable law, 

Presidential directives, and Federal regulations, including those protecting privacy, civil rights, and civil 

liberties. In addition, Federal departments and agencies shall protect all information associated with 

carrying out this directive consistent with applicable legal authorities and policies. 

  

Roles and Responsibilities 

Effective implementation of this directive requires a national unity of effort pursuant to strategic guidance 

from the Secretary of Homeland Security. That national effort must include expertise and day-to-day 

engagement from the Sector-Specific Agencies (SSAs) as well as the specialized or support capabilities 

from other Federal departments and agencies, and strong collaboration with critical infrastructure owners 

and operators and SLTT entities. Although the roles and responsibilities identified in this directive are 

directed at Federal departments and agencies, effective partnerships with critical infrastructure owners and 

operators and SLTT entities are imperative to strengthen the security and resilience of the Nation's critical 

infrastructure. 

Secretary of Homeland Security 

The Secretary of Homeland Security shall provide strategic guidance, promote a national unity of effort, 

and coordinate the overall Federal effort to promote the security and resilience of the Nation's critical 

infrastructure. In carrying out the responsibilities assigned in the Homeland Security Act of 2002, as 

amended, the Secretary of Homeland Security evaluates national capabilities, opportunities, and challenges 

in protecting critical infrastructure; analyzes threats to, vulnerabilities of, and potential consequences from 



all hazards on critical infrastructure; identifies security and resilience functions that are necessary for 

effective public-private engagement with all critical infrastructure sectors; develops a national plan and 

metrics, in coordination with SSAs and other critical infrastructure partners; integrates and coordinates 

Federal cross-sector security and resilience activities; identifies and analyzes key interdependencies among 

critical infrastructure sectors; and reports on the effectiveness of national efforts to strengthen the Nation's 

security and resilience posture for critical infrastructure. 

Additional roles and responsibilities for the Secretary of Homeland Security include: 

1) Identify and prioritize critical infrastructure, considering physical and cyber threats, vulnerabilities, and 

consequences, in coordination with SSAs and other Federal departments and agencies; 

2) Maintain national critical infrastructure centers that shall provide a situational awareness capability that 

includes integrated, actionable information about emerging trends, imminent threats, and the status of 

incidents that may impact critical infrastructure; 

3) In coordination with SSAs and other Federal departments and agencies, provide analysis, expertise, and 

other technical assistance to critical infrastructure owners and operators and facilitate access to and 

exchange of information and intelligence necessary to strengthen the security and resilience of critical 

infrastructure; 

4) Conduct comprehensive assessments of the vulnerabilities of the Nation's critical infrastructure in 

coordination with the SSAs and in collaboration with SLTT entities and critical infrastructure owners and 

operators; 

5) Coordinate Federal Government responses to significant cyber or physical incidents affecting critical 

infrastructure consistent with statutory authorities; 

6) Support the Attorney General and law enforcement agencies with their responsibilities to investigate and 

prosecute threats to and attacks against critical infrastructure; 

7) Coordinate with and utilize the expertise of SSAs and other appropriate Federal departments and 

agencies to map geospatially, image, analyze, and sort critical infrastructure by employing commercial 

satellite and airborne systems, as well as existing capabilities within other departments and agencies; and 

8) Report annually on the status of national critical infrastructure efforts as required by statute. 

Sector-Specific Agencies 

Each critical infrastructure sector has unique characteristics, operating models, and risk profiles that benefit 

from an identified Sector-Specific Agency that has institutional knowledge and specialized expertise about 

the sector. Recognizing existing statutory or regulatory authorities of specific Federal departments and 

agencies, and leveraging existing sector familiarity and relationships, SSAs shall carry out the following 

roles and responsibilities for their respective sectors: 

1) As part of the broader national effort to strengthen the security and resilience of critical infrastructure, 

coordinate with the Department of Homeland Security (DHS) and other relevant Federal departments and 

agencies and collaborate with critical infrastructure owners and operators, where appropriate with 

independent regulatory agencies, and with SLTT entities, as appropriate, to implement this directive; 

2) Serve as a day-to-day Federal interface for the dynamic prioritization and coordination of sector-specific 

activities; 



3) Carry out incident management responsibilities consistent with statutory authority and other appropriate 

policies, directives, or regulations; 

4) Provide, support, or facilitate technical assistance and consultations for that sector to identify 

vulnerabilities and help mitigate incidents, as appropriate; and 

5) Support the Secretary of Homeland Security's statutorily required reporting requirements by providing 

on an annual basis sector-specific critical infrastructure information. 

Additional Federal Responsibilities 

The following departments and agencies have specialized or support functions related to critical 

infrastructure security and resilience that shall be carried out by, or along with, other Federal departments 

and agencies and independent regulatory agencies, as appropriate. 

1) The Department of State, in coordination with DHS, SSAs, and other Federal departments and agencies, 

shall engage foreign governments and international organizations to strengthen the security and resilience 

of critical infrastructure located outside the United States and to facilitate the overall exchange of best 

practices and lessons learned for promoting the security and resilience of critical infrastructure on which 

the Nation depends. 

2) The Department of Justice (DOJ), including the Federal Bureau of Investigation (FBI), shall lead 

counterterrorism and counterintelligence investigations and related law enforcement activities across the 

critical infrastructure sectors. DOJ shall investigate, disrupt, prosecute, and otherwise reduce foreign 

intelligence, terrorist, and other threats to, and actual or attempted attacks on, or sabotage of, the Nation's 

critical infrastructure. The FBI also conducts domestic collection, analysis, and dissemination of cyber 

threat information, and shall be responsible for the operation of the National Cyber Investigative Joint Task 

Force (NCIJTF). The NCIJTF serves as a multi-agency national focal point for coordinating, integrating, 

and sharing pertinent information related to cyber threat investigations, with representation from DHS, the 

Intelligence Community (IC), the Department of Defense (DOD), and other agencies as appropriate. The 

Attorney General and the Secretary of Homeland Security shall collaborate to carry out their respective 

critical infrastructure missions. 

3) The Department of the Interior, in collaboration with the SSA for the Government Facilities Sector, shall 

identify, prioritize, and coordinate the security and resilience efforts for national monuments and icons and 

incorporate measures to reduce risk to these critical assets, while also promoting their use and enjoyment. 

4) The Department of Commerce (DOC), in collaboration with DHS and other relevant Federal 

departments and agencies, shall engage private sector, research, academic, and government organizations to 

improve security for technology and tools related to cyber-based systems, and promote the development of 

other efforts related to critical infrastructure to enable the timely availability of industrial products, 

materials, and services to meet homeland security requirements. 

5) The IC, led by the Director of National Intelligence (DNI), shall use applicable authorities and 

coordination mechanisms to provide, as appropriate, intelligence assessments regarding threats to critical 

infrastructure and coordinate on intelligence and other sensitive or proprietary information related to 

critical infrastructure. In addition, information security policies, directives, standards, and guidelines for 

safeguarding national security systems shall be overseen as directed by the President, applicable law, and in 

accordance with that direction, carried out under the authority of the heads of agencies that operate or 

exercise authority over such national security systems. 

6) The General Services Administration, in consultation with DOD, DHS, and other departments and 

agencies as appropriate, shall provide or support government-wide contracts for critical infrastructure 



systems and ensure that such contracts include audit rights for the security and resilience of critical 

infrastructure. 

7) The Nuclear Regulatory Commission (NRC) is to oversee its licensees' protection of commercial nuclear 

power reactors and non-power nuclear reactors used for research, testing, and training; nuclear materials in 

medical, industrial, and academic settings, and facilities that fabricate nuclear fuel; and the transportation, 

storage, and disposal of nuclear materials and waste. The NRC is to collaborate, to the extent possible, with 

DHS, DOJ, the Department of Energy, the Environmental Protection Agency, and other Federal 

departments and agencies, as appropriate, on strengthening critical infrastructure security and resilience. 

8) The Federal Communications Commission, to the extent permitted by law, is to exercise its authority 

and expertise to partner with DHS and the Department of State, as well as other Federal departments and 

agencies and SSAs as appropriate, on: (1) identifying and prioritizing communications infrastructure; (2) 

identifying communications sector vulnerabilities and working with industry and other stakeholders to 

address those vulnerabilities; and (3) working with stakeholders, including industry, and engaging foreign 

governments and international organizations to increase the security and resilience of critical infrastructure 

within the communications sector and facilitating the development and implementation of best practices 

promoting the security and resilience of critical communications infrastructure on which the Nation 

depends. 

9) Federal departments and agencies shall provide timely information to the Secretary of Homeland 

Security and the national critical infrastructure centers necessary to support cross-sector analysis and 

inform the situational awareness capability for critical infrastructure. 

  

Three Strategic Imperatives 

1) Refine and Clarify Functional Relationships across the Federal Government to Advance the National 

Unity of Effort to Strengthen Critical Infrastructure Security and Resilience 

An effective national effort to strengthen critical infrastructure security and resilience must be guided by a 

national plan that identifies roles and responsibilities and is informed by the expertise, experience, 

capabilities, and responsibilities of the SSAs, other Federal departments and agencies with critical 

infrastructure roles, SLTT entities, and critical infrastructure owners and operators. 

During the past decade, new programs and initiatives have been established to address specific 

infrastructure issues, and priorities have shifted and expanded. As a result, Federal functions related to 

critical infrastructure security and resilience shall be clarified and refined to establish baseline capabilities 

that will reflect this evolution of knowledge, to define relevant Federal program functions, and to facilitate 

collaboration and information exchange between and among the Federal Government, critical infrastructure 

owners and operators, and SLTT entities. 

As part of this refined structure, there shall be two national critical infrastructure centers operated by DHS 

– one for physical infrastructure and another for cyber infrastructure. They shall function in an integrated 

manner and serve as focal points for critical infrastructure partners to obtain situational awareness and 

integrated, actionable information to protect the physical and cyber aspects of critical infrastructure. Just as 

the physical and cyber elements of critical infrastructure are inextricably linked, so are the vulnerabilities. 

Accordingly, an integration and analysis function (further developed in Strategic Imperative 3) shall be 

implemented between these two national centers. 

The success of these national centers, including the integration and analysis function, is dependent on the 

quality and timeliness of the information and intelligence they receive from the SSAs and other Federal 

departments and agencies, as well as from critical infrastructure owners and operators and SLTT entities. 



These national centers shall not impede the ability of the heads of Federal departments and agencies to 

carry out or perform their responsibilities for national defense, criminal, counterintelligence, 

counterterrorism, or investigative activities. 

2) Enable Efficient Information Exchange by Identifying Baseline Data and Systems Requirements for the 

Federal Government 

A secure, functioning, and resilient critical infrastructure requires the efficient exchange of information, 

including intelligence, between all levels of governments and critical infrastructure owners and operators. 

This must facilitate the timely exchange of threat and vulnerability information as well as information that 

allows for the development of a situational awareness capability during incidents. The goal is to enable 

efficient information exchange through the identification of requirements for data and information formats 

and accessibility, system interoperability, and redundant systems and alternate capabilities should there be a 

disruption in the primary systems. 

Greater information sharing within the government and with the private sector can and must be done while 

respecting privacy and civil liberties. Federal departments and agencies shall ensure that all existing 

privacy principles, policies, and procedures are implemented consistent with applicable law and policy and 

shall include senior agency officials for privacy in their efforts to govern and oversee information sharing 

properly. 

3) Implement an Integration and Analysis Function to Inform Planning and Operational Decisions 

Regarding Critical Infrastructure 

The third strategic imperative builds on the first two and calls for the implementation of an integration and 

analysis function for critical infrastructure that includes operational and strategic analysis on incidents, 

threats, and emerging risks. It shall reside at the intersection of the two national centers as identified in 

Strategic Imperative 1, and it shall include the capability to collate, assess, and integrate vulnerability and 

consequence information with threat streams and hazard information to: 

a. Aid in prioritizing assets and managing risks to critical infrastructure; 

b. Anticipate interdependencies and cascading impacts; 

c. Recommend security and resilience measures for critical infrastructure prior to, during, and after an 

event or incident; and 

d. Support incident management and restoration efforts related to critical infrastructure. 

  

This function shall not replicate the analysis function of the IC or the National Counterterrorism Center, nor 

shall it involve intelligence collection activities. The IC, DOD, DOJ, DHS, and other Federal departments 

and agencies with relevant intelligence or information shall, however, inform this integration and analysis 

capability regarding the Nation's critical infrastructure by providing relevant, timely, and appropriate 

information to the national centers. This function shall also use information and intelligence provided by 

other critical infrastructure partners, including SLTT and nongovernmental analytic entities. 

Finally, this integration and analysis function shall support DHS's ability to maintain and share, as a 

common Federal service, a near real-time situational awareness capability for critical infrastructure that 

includes actionable information about imminent threats, significant trends, and awareness of incidents that 

may affect critical infrastructure. 



  

Innovation and Research and Development 

The Secretary of Homeland Security, in coordination with the Office of Science and Technology Policy 

(OSTP), the SSAs, DOC, and other Federal departments and agencies, shall provide input to align those 

Federal and Federally-funded research and development (R&D) activities that seek to strengthen the 

security and resilience of the Nation's critical infrastructure, including: 

1) Promoting R&D to enable the secure and resilient design and construction of critical infrastructure and 

more secure accompanying cyber technology; 

2) Enhancing modeling capabilities to determine potential impacts on critical infrastructure of an incident 

or threat scenario, as well as cascading effects on other sectors; 

3) Facilitating initiatives to incentivize cybersecurity investments and the adoption of critical infrastructure 

design features that strengthen all-hazards security and resilience; and 

4) Prioritizing efforts to support the strategic guidance issued by the Secretary of Homeland Security. 

  

Implementation of the Directive 

The Secretary of Homeland Security shall take the following actions as part of the implementation of this 

directive. 

1) Critical Infrastructure Security and Resilience Functional Relationships. Within 120 days of the date of 

this directive, the Secretary of Homeland Security shall develop a description of the functional relationships 

within DHS and across the Federal Government related to critical infrastructure security and resilience. It 

should include the roles and functions of the two national critical infrastructure centers and a discussion of 

the analysis and integration function. When complete, it should serve as a roadmap for critical 

infrastructure owners and operators and SLTT entities to navigate the Federal Government's functions and 

primary points of contact assigned to those functions for critical infrastructure security and resilience 

against both physical and cyber threats. The Secretary shall coordinate this effort with the SSAs and other 

relevant Federal departments and agencies. The Secretary shall provide the description to the President 

through the Assistant to the President for Homeland Security and Counterterrorism. 

2) Evaluation of the Existing Public-Private Partnership Model. Within 150 days of the date of this 

directive, the Secretary of Homeland Security, in coordination with the SSAs, other relevant Federal 

departments and agencies, SLTT entities, and critical infrastructure owners and operators, shall conduct an 

analysis of the existing public-private partnership model and recommend options for improving the 

effectiveness of the partnership in both the physical and cyber space. The evaluation shall consider options 

to streamline processes for collaboration and exchange of information and to minimize duplication of 

effort. Furthermore, the analysis shall consider how the model can be flexible and adaptable to meet the 

unique needs of individual sectors while providing a focused, disciplined, and effective approach for the 

Federal Government to coordinate with the critical infrastructure owners and operators and with SLTT 

governments. The evaluation shall result in recommendations to enhance partnerships to be approved for 

implementation through the processes established in the Organization of the National Security Council 

System directive. 

3) Identification of Baseline Data and Systems Requirements for the Federal Government to Enable 

Efficient Information Exchange. Within 180 days of the date of this directive, the Secretary of Homeland 



Security, in coordination with the SSAs and other Federal departments and agencies, shall convene a team 

of experts to identify baseline data and systems requirements to enable the efficient exchange of 

information and intelligence relevant to strengthening the security and resilience of critical infrastructure. 

The experts should include representatives from those entities that routinely possess information important 

to critical infrastructure security and resilience; those that determine and manage information technology 

systems used to exchange information; and those responsible for the security of information being 

exchanged. Interoperability with critical infrastructure partners; identification of key data and the 

information requirements of key Federal, SLTT, and private sector entities; availability, accessibility, and 

formats of data; the ability to exchange various classifications of information; and the security of those 

systems to be used; and appropriate protections for individual privacy and civil liberties should be included 

in the analysis. The analysis should result in baseline requirements for sharing of data and interoperability 

of systems to enable the timely exchange of data and information to secure critical infrastructure and make 

it more resilient. The Secretary shall provide that analysis to the President through the Assistant to the 

President for Homeland Security and Counterterrorism. 

4) Development of a Situational Awareness Capability for Critical Infrastructure. Within 240 days of the 

date of this directive, the Secretary of Homeland Security shall demonstrate a near real-time situational 

awareness capability for critical infrastructure that includes threat streams and all-hazards information as 

well as vulnerabilities; provides the status of critical infrastructure and potential cascading effects; supports 

decision making; and disseminates critical information that may be needed to save or sustain lives, mitigate 

damage, or reduce further degradation of a critical infrastructure capability throughout an incident. This 

capability should be available for and cover physical and cyber elements of critical infrastructure, and 

enable an integration of information as necessitated by the incident. 

5) Update to National Infrastructure Protection Plan. Within 240 days of the date of this directive, the 

Secretary of Homeland Security shall provide to the President, through the Assistant to the President for 

Homeland Security and Counterterrorism, a successor to the National Infrastructure Protection Plan to 

address the implementation of this directive, the requirements of Title II of the Homeland Security Act of 

2002 as amended, and alignment with the National Preparedness Goal and System required by PPD-8. The 

plan shall include the identification of a risk management framework to be used to strengthen the security 

and resilience of critical infrastructure; the methods to be used to prioritize critical infrastructure; the 

protocols to be used to synchronize communication and actions within the Federal Government; and a 

metrics and analysis process to be used to measure the Nation's ability to manage and reduce risks to 

critical infrastructure. The updated plan shall also reflect the identified functional relationships within DHS 

and across the Federal Government and the updates to the public-private partnership model. Finally, the 

plan should consider sector dependencies on energy and communications systems, and identify pre-event 

and mitigation measures or alternate capabilities during disruptions to those systems. The Secretary shall 

coordinate this effort with the SSAs, other relevant Federal departments and agencies, SLTT entities, and 

critical infrastructure owners and operators. 

6) National Critical Infrastructure Security and Resilience R&D Plan. Within 2 years of the date of this 

directive, the Secretary of Homeland Security, in coordination with the OSTP, the SSAs, DOC, and other 

Federal departments and agencies, shall provide to the President, through the Assistant to the President for 

Homeland Security and Counterterrorism, a National Critical Infrastructure Security and Resilience R&D 

Plan that takes into account the evolving threat landscape, annual metrics, and other relevant information to 

identify priorities and guide R&D requirements and investments. The plan should be issued every 4 years 

after its initial delivery, with interim updates as needed. 

Policy coordination, dispute resolution, and periodic in-progress reviews for the implementation of this 

directive shall be carried out consistent with PPD-1, including the use of Interagency Policy Committees 

coordinated by the National Security Staff. 

Nothing in this directive alters, supersedes, or impedes the authorities of Federal departments and agencies, 

including independent regulatory agencies, to carry out their functions and duties consistent with applicable 



legal authorities and other Presidential guidance and directives, including, but not limited to, the 

designation of critical infrastructure under such authorities. 

This directive revokes Homeland Security Presidential Directive/HSPD-7, Critical Infrastructure 

Identification, Prioritization, and Protection, issued December 17, 2003. Plans developed pursuant to 

HSPD-7 shall remain in effect until specifically revoked or superseded. 

  

Designated Critical Infrastructure Sectors and Sector-Specific Agencies 

This directive identifies 16 critical infrastructure sectors and designates associated Federal SSAs. In some 

cases co-SSAs are designated where those departments share the roles and responsibilities of the SSA. The 

Secretary of Homeland Security shall periodically evaluate the need for and approve changes to critical 

infrastructure sectors and shall consult with the Assistant to the President for Homeland Security and 

Counterterrorism before changing a critical infrastructure sector or a designated SSA for that sector. The 

sectors and SSAs are as follows: 

Chemical: 

Sector-Specific Agency: Department of Homeland Security 

Commercial Facilities: 

Sector-Specific Agency: Department of Homeland Security 

Communications: 

Sector-Specific Agency: Department of Homeland Security 

Critical Manufacturing: Sector-Specific Agency: Department of Homeland Security 

Dams: 

Sector-Specific Agency: Department of Homeland Security 

Defense Industrial Base: 

Sector-Specific Agency: Department of Defense 

Emergency Services: 

Sector-Specific Agency: Department of Homeland Security 

Energy: 

Sector-Specific Agency: Department of Energy 

Financial Services: 

Sector-Specific Agency: Department of the Treasury 

Food and Agriculture: 

Co-Sector-Specific Agencies: U.S. Department of Agriculture and Department of Health and Human 

Services 

Government Facilities: 

Co-Sector-Specific Agencies: Department of Homeland Security and General Services Administration 



Healthcare and Public Health: 

Sector-Specific Agency: Department of Health and Human Services 

Information Technology: 

Sector-Specific Agency: Department of Homeland Security 

Nuclear Reactors, Materials, and Waste: 

Sector-Specific Agency: Department of Homeland Security 

Transportation Systems: 

Co-Sector-Specific Agencies: Department of Homeland Security and Department of Transportation 

Water and Wastewater Systems: 

Sector-Specific Agency: Environmental Protection Agency 

  

Definitions 

For purposes of this directive: 

The term "all hazards" means a threat or an incident, natural or manmade, that warrants action to protect 

life, property, the environment, and public health or safety, and to minimize disruptions of government, 

social, or economic activities. It includes natural disasters, cyber incidents, industrial accidents, pandemics, 

acts of terrorism, sabotage, and destructive criminal activity targeting critical infrastructure. 

The term "collaboration" means the process of working together to achieve shared goals. 

The terms "coordinate" and "in coordination with" mean a consensus decision-making process in which the 

named coordinating department or agency is responsible for working with the affected departments and 

agencies to achieve consensus and a consistent course of action. 

The term "critical infrastructure" has the meaning provided in section 1016(e) of the USA Patriot Act of 

2001 (42 U.S.C. 5195c(e)), namely systems and assets, whether physical or virtual, so vital to the United 

States that the incapacity or destruction of such systems and assets would have a debilitating impact on 

security, national economic security, national public health or safety, or any combination of those matters. 

The term "Federal departments and agencies" means any authority of the United States that is an "agency" 

under 44 U.S.C. 3502(1), other than those considered to be independent regulatory agencies, as defined in 

44 U.S.C. 3502(5). 

The term "national essential functions" means that subset of Government functions that are necessary to 

lead and sustain the Nation during a catastrophic emergency. 

The term "primary mission essential functions" means those Government functions that must be performed 

in order to support or implement the performance of the national essential functions before, during, and in 

the aftermath of an emergency. 

The term "national security systems" has the meaning given to it in the Federal Information Security 

Management Act of 2002 (44 U.S.C. 3542(b)). 



The term "resilience" means the ability to prepare for and adapt to changing conditions and withstand and 

recover rapidly from disruptions. Resilience includes the ability to withstand and recover from deliberate 

attacks, accidents, or naturally occurring threats or incidents. 

The term "Sector-Specific Agency" (SSA) means the Federal department or agency designated under this 

directive to be responsible for providing institutional knowledge and specialized expertise as well as 

leading, facilitating, or supporting the security and resilience programs and associated activities of its 

designated critical infrastructure sector in the all-hazards environment. 

The terms "secure" and "security" refer to reducing the risk to critical infrastructure by physical means or 

defense cyber measures to intrusions, attacks, or the effects of natural or manmade disasters. 

 



THE WHITE HOUSE 

WASHINGTON 

March 30, 2011 

PRESIDENTIAL POLICY DIRECTIVE/PPD-8 

SUBJECT: National Preparedness 

This directive is aimed at strengthening the security and 
resilience of the United States through systematic preparation 
for the threats that pose the greatest risk to the security 
of the Nation, including acts of terrorism, cyber attacks, 
pandemics, and catastrophic natural disasters. Our national 
preparedness is the shared responsibility of all levels of 
government, the private and nonprofit sectors, and individual 
citizens. Everyone can contribute to safeguarding the Nation 
from harm. As such, while this directive is intended to 
galvanize action by the Federal Government, it is also aimed at 
faci l itating an integrated, all-of - Nation, capabilities-based 
approach to preparedness . 

Therefore, I hereby direct the development of a national 
preparedness goal that identifies the core capabilities 
necessary for preparedness and a national preparedness system 
to guide activities that will enable the Nation to achieve the 
goal . The system will allow the Nation to track the progress 
of our ability to build and improve the capabilities necessary 
to prevent, protect against, mitigate the eff ects of, respond to, 
and recover from those threats that pose the greatest risk to the 
security of t he Nation. 

The Assistant to the President for Homeland Security and 
Counterterrorism shall coordinate the interagency development of 
an implementation plan for completing the national preparedness 
goal and national preparedness system. The implementation plan 
shal l be submitted to me within 60 days from the date of this 
directive, and shall assign departmental responsibilities and 
delivery timelines for the development of the national planning 
frameworks and associated interagency operational plans 
descri bed below . 

National Preparedness Goal 

Within 180 days from the date of this directive, the Secretary 
of Homeland Security shall develop and submit the national 
preparedness goal to me, through the Assistant to the President 
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for Homeland Security and Counterterrorism . The Secretary shall 
coordinate this effort with other executive departments and 
agencies, and consult with State, local, tribal, and territorial 
governments, the private and nonprofit sectors, and the public . 

The national preparedness goal shall be informed by the risk of 
specific threats and vulnerabilities - taki ng into account 
regional variations - and include concrete, measurable, and 
prioritized objectives to mitigate that risk. The national 
preparedness goal shall def ine the core capabilities necessary 
to prepare for the specific types of incidents that pose 
the greatest risk to the security of the Nation, and shall 
emphasize actions aimed at achieving an integrated, layered, 
and all - of-Nation preparedness approach that optimizes the use 
of available resources. 

The national preparedness goal shall reflect the policy direction 
outlined in the National Security Strategy (May 2010), applicable 
Presidential Policy Directives, Homeland Security Presidential 
Directives, National Security Presidential Directives, and 
national strategies, as well as guidance from the Interagency 
Policy Committee process. The goal shall be reviewed regularly 
to evaluate consistency with these policies, evolving conditions, 
and the National Incident Management System. 

National Preparedness System 

The national preparedness system shall be an integrated set of 
guidance, programs, and processes that will enable the Nation to 
meet the national preparedness goal. Within 240 days from the 
date of this directive, the Secretary of Homeland Security shall 
develop and submit a description of the national preparedness 
system to me, through the Assistant to the President for Homeland 
Security and Counterterrorism . The Secretary shall coordinate 
this effort with other executive departments and agencies, and 
consult with State, local, tribal, and territorial governments, 
the private and nonprofit sectors, and the public. 

The nat i onal preparedness system shall be designed to help 
guide the domestic efforts of all levels of government, the 
private and nonprofit sectors, and the publ ic to build and 
sustain the capabilities outlined in the national preparedness 
goal. The national preparedness system shall include guidance 
for planning, organization, equipment, training, and exercises 
to build and maintain domestic capabilities. It shall provide 
an all-of-Nation approach for building and sustaining a cycle 
of preparedness activities over time. 
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The national preparedness system shall include a series of 
integrated national planning frameworks, covering prevention, 
protection, mitigation, response, and recovery. The frameworks 
shall be built upon scalable, flexible, and adaptable 
coordinating structures to align key roles and responsibilities 
to deliver the necessary capabilities . The frameworks shall be 
coordinated under a unified system with a common terminology and 
approach, built around basic plans that support the all-hazards 
approach to preparedness and functional or incident annexes 
to describe any unique requirements for particular threats or 
scenarios, as needed . Each framework shall describe how actions 
taken i n the framework are coordinated with relevant actions 
described in the other frameworks across the preparedness 
spectrum. 

The national preparedness system shall include an interagency 
operational plan to support each national planning framework. 
Each interagency operational plan shall include a more detailed 
concept of operations; description of critical tasks and 
responsibi l ities; detailed resource, personnel, and sourcing 
requirements ; and specific provisions for the rapid integration 
of resources and personnel. 

All executive departments and agencies with roles in the national 
planning frameworks shall develop department-level operational 
plans to support the interagency operational plans, as needed . 
Each national planning framework shall include guidance to 
support corresponding planning for State, local , tribal, and 
terri t orial governments . 

The national preparedness system shall include resource 
guidance, such as arrangements enabling the ability to share 
personnel. It shall provide equipment guidance aimed at 
nationwide interoperability; and shall provide guidance for 
national training and exercise programs, to facilitate our 
ability to build and sustain the capabilities defined in the 
national preparedness goal and evaluate progress toward meeting 
the goal. 

The national preparedness system shall include recommendations 
and guidance to support preparedness planning for businesses, 
communities, families, and individuals. 

The national preparedness system shall include a comprehensive 
approach to assess national preparedness that uses consistent 
methodology to measure the operational readiness of national 
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capabilities at the time of assessment, with clear, objective and 
quantifiable performance measures, against the target capability 
levels identified in the national preparedness goal. 

Building and Sustaining Preparedness 

The Secretary of Homeland Security shall coordinate a 
comprehensive campaign to build and sustain national 
preparedness, including public outreach and community-based 
and private-sector programs to enhance national resilience, the 
provision of Federal financial assistance, preparedness efforts 
by the Federal Government, and national research and development 
efforts. 

National Preparedness Report 

Within 1 year from the date of this directive, the Secretary of 
Homeland Security shall submit the first national preparedness 
report based on the national preparedness goal to me, through 
the Assistant to the President for Homeland Security and 
Counterterrorism. The Secretary shall coordinate this effort 
with other executive departments and agencies and consult with 
State, local, tribal, and territorial governments, the private 
and nonprofit sectors, and the public. The Secretary shall 
submit the report annually in sufficient time to allow it to 
inform the preparation of my Administration's budget. 

Ro l es and Responsibilities 

The Assistant to t he President for Homeland Security and 
Counterterrorism shall periodically review progress toward 
achieving the national preparedness goal. 

The Secretary of Homeland Security is responsible for 
coordinating the domestic al l -hazards preparedness efforts of all 
executive departments and agencies, in consultation with State, 
local, tribal, and territorial governments, nongovernmental 
organizations, private - sector partners, and the general publici 
and for developing the national preparedness goal. 

The heads of all executive departments and agencies with roles 
in prevention, protection, mitigation, response, and recovery 
are responsible for national preparedness efforts, including 
department -specific operational plans, as needed, consistent 
with their statutory roles and responsibil ities. 
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Nothing in this directive is intended to alter or impede the 
ability to carry out the authorities of executive departments 
and agencies to perform their responsibilities under law 
and consistent with applicable legal authorities and other 
Presidential guidance . This directive shall be implemented 
consistent with relevant authorities, including the Post-Katrina 
Emergency Management Reform Act of 2006 and its assignment of 
responsibilities with respect to the Administrator of the Federal 
Emergency Management Agency. 

Nothing in thi s d irecti ve is intended to interfere with the 
authority of the Attorney General or Director of the Federal 
Bureau of Investigation with regard to the direction, conduct, 
control, planning, organization, equipment, training, exercises, 
or other activities concerning domestic counterterrorism, 
intelligence, and law enforcement activities. 

Nothing in this directive shall limit the authority of the 
Secretary of Defense with regard to the command and control, 
planning, organization, equipment, training, exercises, 
employment, or other activities of Department of Defense 
forces, or the allocation of Department of Defense resources. 

If resolution on a particular matter called for in this directive 
cannot be reached between or among executive departments and 
agencies, the matter shall be referred to me through the 
Assistant to the President for Homeland Security and 
Counterterrorism . 

This directive replaces Homeland Security Presidential Directive 
(HSPD)-8 (National Preparedness), issued December 17, 2003, and 
HSPD-8 Annex I (National Pl anning), issued December 4, 2007, 
which are hereby rescinded, except for paragraph 44 of HSPD-8 
Annex I . Individual plans developed under HSPD-8 and Annex I 
remain in effect until rescinded or otherwise replaced. 

Definitions 

For the purposes of this directive: 

(a) The term "national preparedness" refers to the actions 
taken to plan, organize, equip, train, and exercise to build and 
sustain the capabilities necessary to prevent, protect against, 
mitigate the effects of, respond to, and recover from those 
threats that pose the greatest risk to the security of the 
Nation . 
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(b) The term "security" refers to the protect ion of the Nation 
and its people, vital interests, and way of life. 

(c) The term "resilience" refers to the ability to adapt to 
changing conditions and withstand and rapidly recover from 
disruption due to emergencies. 

(d) The term "prevention~~ refers to those capabilities 
necessary to avoid, prevent, or stop a threatened or actual 
act of terrorism . Prevention capabilities include, but are 
not limited to, information sharing and warning; domestic 
counterterrorism; and preventing the acquisition or use 
of weapons of mass destruction (WMD) . For purposes of the 
prevention framework called for in this directive, the term 
"prevention" refers to preventing imminent threats. 

(e) The term "protection" refers to those capabilities necessary 
to secure the homeland against ~cts of terrorism and manmade or 
natural disasters. Protection capabilities inc lude, but are not 
limited to, defense against WMD threats; defense of agriculture 
and food; critical infrastructure protection; protection of 
key leadership and events ; border security; maritime security; 
transportation security; immigration security; and cybersecurity. 

(f) The term "mitigation" refers to those capabilities necessary 
to reduce loss of life and property by lessening the impact of 
disasters. Mitigation capabilities include, but are not limited 
to, community-wide risk reduction projects; efforts to improve 
the resilience of critical infrastructure and key resource 
lifelines; risk reduction for specific vulnerabilities from 
natural hazards or acts of terrorism; and initiatives to reduce 
future risks after a disaster has occurred. 

(g) The term "response" refers to those capabilities necessary 
to save lives, protect property and the environment, and meet 
basic human needs after an incident has occurred. 

(h) The term "recovery" refers to those capabilities necessary 
to assist communities affected by an incident to recover 
effectively, including, but not limited to, rebuilding 
infrastructure systems; providing adequate interim and long-term 
housing for survivors; restoring health, social, and community 
services; promoting economic development; and restoring natural 
and cultural resources. 

BARACK OBAMA 
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Questions for Mr. Gerard Badorrek 
Chief Financial Officer 

U.S. General Services Administration 
 

Questions from Ranking Member Gerald E. Connolly 
Subcommittee on Government Operations 

Hearing:  "Army Fee Assistance Program: Part II" 

 
1. The September 8, 2015 GSA Office of Inspector General Report, "Evaluation of 

GSA's Administration of the Army Childcare Subsidy Program (JEl 5-006)," found that 
"GSA periodically deleted emails from the system." 

 
In response to the Committee's request, the National Archives and Records 
Administration (NARA) submitted a letter to GSA asking for additional information on 
the agency's decision to delete these emails.  In a November 19, 2015 response letter, 
GSA stated: 

 
"E-mails were deleted in two circumstances: (I ) no longer needed because 
relevant information was transferred to ImageNow, or (2) they were transitory in 
nature and not considered to be a record.  E-mails were periodically deleted when 
the mailbox was approximately 97 percent full with the oldest e-mails deleted 
first. 

 
For the time covered by the Inspector General's report, it appears that the e-mails 
were either transitory or the records contained in the e-mail were transferred to 
ImageNow, the system of record." 

 
When you were asked, on January 6, about the incidents of deleted email you said: 

 
"We did an investigation after the last hearing.  The emails that were in question were 
transferred to the system of record, which was ImageNow.  That was a system that 
was being used to retain documents and process documents related to child care.”2

 

 
There seems to be a discrepancy between your recent testimony and GSA’s response to 
NARA. 

 
a. Please confirm the total number of emails from AFA participants or providers deleted 

by GSA; 
b. For all deleted emails, please confirm whether the entire email or only "relevant 

information" was transferred to GSA's system of record, ImageNow; 
 

 

1  Letter from GSA Chief Administrative Services Officer Cynthia Metzler to NARA Administrator Lloyd Beers 
(Nov. 19, 201 5) (emphasis added). 
2 House Committee on Oversight and Government Reform, Testimony of GSA Chief Financial Officer Gerard 
Badorrek, Hearing  on GSA: Army Fee Assistance,  (Sept  10, 2015). 
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c. Please describe what "relevant information" was transferred to ImageNow. 
d. If the "relevant information" contained in the deleted email was transferred to 

ImageNow, how did the agency determine which portions of the email should be 
retained? 

a. Who made this determination? 
b.  Does GSA have an official policy governing the deletion of emails?  If so, please 

provide a copy. 
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FY01 Records Former President Bush 41 N/A N/A Mise Flies DELVINA CHAVERRIA 
EMAILS, VAT 
TRANSACTIONS, XEROX 
INVOICE 

FY01 Records Former President Bush 41 N/A N/A Mise Files STATUS OF F UNDS-
REPORTS/CITIBANK 
STATEMENTSNERIZON 

FY02 Records 
---

Former President Bush 41 NIA 
---- NIA TRAVEL MAINE Mise Files 

1 
COSTS/INVOICES PENDING 
PAYMENT RECORDS. 

FY02 Records Former President Bush 41 NIA N/A Mise Files CREDIT CARD CHANGES 

----
FY02 Records Former President Bush 41 NIA NIA Salary and ACCOUNTING 

Benefits DISTRIBUTION REPORTS ----FYOO Records Former President Bush 41 N/A NIA Monthly Reports STATUS OF FUNDS 
REPORTS 

FY93 Records Former President Bush 41 

----
FY95 Records Former President Bush 41 N/A N/A Monthly Reports FUND 106/MONTHLY 

ACCTG/DAIL Y 
VATS/BUDGET REPORTS 

FY96 Records Former President Bush 41 N/A- ---- N/A Monthly Reports STATUS OF FUNDS 
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Description Sub-Title~ Sub-Title 2 Syb-Title 3 Nofes Invoices 

FY03 Records First Lady Bird N/A N/A Invoices MONTHLY 
Johnson ORGANIZATIONAL 

STATUS 
REPORT/POSTAGE 

FY02 Records Former President IN/A N/A Monthly Reports CREDIT CARD STATUS 
Bush 41 REPORTS -----

N/A IN/A FYOO·FY01 Records Former Presidents N/A Act labels 

FY02 Records Former President N/A N/A Invoices MISCELLANEOUS-AVA VA, 
Bush41 INSOURCE, VERIZON 

FY01 Records Former President N/A _L Invoices MISCELLANEOUS· 
Bush 41 INSOURCE, XEROX 

FY01 Records Former President N/A N/A Invoices CITIBANK & IMPACT VISA 
Bush 41 CHARGES --

FY01 Records Former President N/A N/A Mise Files MISC 
Bush 41 VOUCHERS/INSOURCE/M 

.J__ 
ARY'S NOTES 

FY01 Records Former President N/A N/A Mise Files DELVlNA CHAVERRIA 
Bush 41 EMAILS, VAT 

TRANSACTIONS, XEROX 
INVOICE 

FY01 Records Former President N/A NIA Mise Files STATUS OF FUNDS 
Bush 41 REPORTS/CITIBANK 

STATEMENTSNERIZON 
1NIA 

---
Mise Files FY02 Records Former President NIA TRAVEL MAINE 

Bush 41 COSTS/INVOICES 
PENDING PAYMENT 
RECORDS. 

FY02 Records Former President NIA N/A Mise Files , CREDIT CARD CHANGES 
Bush 41 

FY02 Records Former President N/A N/A Salary and BenefiACCOUNTING 
Bush41 DISTRIBUTION REPORTS 

FYOO Records Former President N/A N/A Monthly Reports STATUS OF FUNDS 
Bush41 REPORTS 

FY93 Records ·Former President -Transition N/A Monthly Reports OPEN ITEMS/DAILY 
Bush 41 of Former VATS/DAILY ALLOWANCE 

President STATUS IND 108 
Bush 

FY93 Records rFormer President N/A ' OPEN ITEMS/DAILY N/A Monthly Reports 
IBush41 VATS/MONTHLY NEAR 

L REPORTS FUND 106 
FY94 Records !Former President N/A NfA Monthly Reports MONTHLY HISTORYfDAIL Y 

Bush41 VATS/ALLOWANCES AND 
OFFICE STAFF FUND 106 

FY95 Records Former President N/A N/A 1 Monthly Reports FUND 106/MONTHL Y 
Bush41 ACCTG?DAIL Y 

VATS/BUDGET REPORTS 
FY96 Records !Former President N/A N/A 1Monthly Reports STATUS OF FUNDS 

Bush41 
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Descnptlon Notes 
FY1993 George H. w. Bush Transition Requisitions and Faxes related to cabling service 

FY1993 George H. W. Bush Transillon Requisitions and Faxes related transition computer service Items 

FY1993 George H. W. Bush Transition Requisitions and Faxes related transition computer service Items 
FY1993 George H. W. Bush Transition RWA Fund 108 Presidential Transition Millworit & air Conditioning 
FV1993 LBJ RWA for general maintenance to S.S. Command Post allBJ ranch 
FY199G George H. W. Bush Fund 106 ·Rental of Space 
FY199a George H. W. Bush Budget Projections 
FY2000 George H. W. Bush Mise Emails related to Lease Renewal 
FY2000 George H. W. Bush Fund 106 ·Funds Status Reports, Sept1999· Jan 2000 
FY2001 George H. W. Bush Fund 106 • Funds Status Report Mateh 2001 
FV2001 George H. W. Bush Fund 106 ·Funds Status Report April2001 
FY2001 George H. W. Bush Fund 106 ·Funds Status Report May 2001 
FY2001 George H. W. Bush Fund 106 ·Funds Status Report June 2001 
FV2001 George H. W. Bush Fund 106 ·Funds Status Report July 2001 
FY2004 & FY2005 George H. W. Bush Rent & Budget Formulation & Issue Papers 
FY2011 George H. W. Bush & George W. Bush FOIA Requests and related emails 
FY2011 George H W. Bu5h OFP 41 Credit Card charges and payments 
FY2011 George H. W. Bush OFP 41 OHS Security Bills 
FY2011 George H. W. Bu5h OFP 41 Franked Mail 
FY2011 George H. W. Bush OFP 41 Miscellaneous Vouchers 
FY2011 George H. W. Bush OFP 41 Memorandum of Understanding (MOUs) & Contractors 
FY2011 Geotge H W. Bush OFP 41 Rent Information 
FY2011 George H. W. Bush OFP 41 TOPS BUis 
FY2011 George H. W. Bush OFP 41 Travel Vouchers 
FY2011 George H. W. Bush OFP 41 Mise Ematls Feb I Mar 2011 
FY2011 George H W. Bush OFP 41 Mise Emalls Apr/ May 2011 
FY2011 George H. W. Bush OFP 41 Mise Emalls Jun I Jul 2011 
FY2011 George H. W. Bush OFP 41 Mise Emalls August 2011 
FY2011 George H. W. Bush OFP 41 Mise Emalls September 2011 
FY2011 Geotgi W. Bush OFP 43 ctedit CliidCharges and PaYments 
FY2011 Geage W. Bush OFP 43 OHS Securlly Bals 
FY2011 George W. Bush OFP 43 MiscellanioUs VouchtiS 
FY2011 George W. Bush OFP 43 Memorandum ol Undetslanding (MOUs) & COnttac!Ofs 
FY2011 George w. Bush OFP 43 RentlorormatiOi'l 
FY2011 George W. Bush OFP 113 TOPS Bills 
FY2011 G!Kll'ge W. Bush OFP 43 Travel VouCherS 
F¥2011 ~ W. Bush OFP 43 Mise Ernati February 2011 
FY2o11 ~ w. Bush 6FP 43 Mise: Emalls Mar 1 Apr2011 
FY2011 George W. Bush OFP 43 Mise Emalls M;rJ I .!tin 2011 
FY2011 George W. Bu5h OFP 43 Mise Ernalls July 2011 
FY2011 ~W.Busll OFP 43 Mise EmallsAugu512011 
fl'2011 ffeolue w. Bush OFP 43 Mise Emalls September 2011 

INV_OICESIVENDOR 
Bridgeworks Cabling 
GTSI Govemment 
TeChn<llogy 
Services, Inc. 
Compaq Comuter 
Corp 
NIA 
N/A 
N/A 
N/A 
NIA 
NIA 
NIA 
NIA 
N/A 
N/A 
NIA 
N/A 
N/A 
NIA 
NIA 
N/A 
N/A 
NJA 
N/A 
N/A 
N/A 
N/A 
NIA 
NIA 
NIA 
NIA 
WA 
NIA 
NIA 
N/A 
NIA 
NIA 
~A 
NIA 
NIA 
.N/A 
NIA 
NIA 
'NIA 
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O_escrlptlon 
FY2011 George W. Bush OFP 43 
FY2011 George W. Bush OFP 43 
FY2011 George W. Bush OFP 43 
FY2011 George W. Bush OFP 43 
FY20 11 George W. Bush OFP 43 
FY20 11 George W. Bush OFP 43 
FY2011 George W. Bush OFP 43 
FY2011 George W. Bush OFP 43 
FY2011 George W. Bush OFP 43 
FY2011 George W. Bush OFP 43 
FY2011 George W. Bush OFP 43 
FY2011 George W. Bush OFP 43 
FY2011 George W. Bush OFP 43 
FY2001 George H. W. Bush 
FY2003 George H. W. Bush 

Notes 
Credit Card charges and payments 
DHS Security Bills 
Miscellaneous Vouchers 
Memorandum of Understanding (MOUs) & Contractors 
Rent Information 
TOPS Bills 
Travel Vouchers 
Mise Emails February 2011 
Mise Emails Mar I Apr 2011 
Mise Emails May I Jun 2011 
Mise Emails July 2011 
Mise Emalls August 2011 
Mise Emails September 2011 
FOIA Requests, Federal ~press Statements, Mise Credit Card Info 
Backup Data for Monthly Status and Reconciliations 

INVOICESNE~DQ.~ 
NIA 
NIA 
NIA 
NIA 
NIA 
NIA 
NIA 
NIA 
NIA 
NIA 
NIA 
NIA 
NIA 
NIA 
N/A 
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Description Additional Reference I Description Notes INVOICESIVENDO 
R 

MOU between GSA and Office of Former December 21, 2000, through July 
President 19, 2001 -Memorandum for GSA Transition Team d id From Dale Helsm, Chief, Procurement Branch Delegations of Authority for 
10{26/2000 Procurement 
Memorandum for Presidential Transition Support I From June Huber, Coordinator, Presidential Presidential Transition Support l Team GrouP. Leaders dtd 10/2612000 Su port Team Team Records 
Letter to Honorable Ernest J. lstook, Chairman, From Thurman Davis, Acting GSA Administrator Dated 0211612001 i 
Sub-Com_!Tiiltee on Treasury 
Purchase Order and related emails 262X Fund for jACT # GP0001116 Dated 1211412000 (Colonial Parking, 
Staff parking • - Washington. DC 
GSA Directive ·ADM 1080.1 C Presidential Transition -- Dated 08108/2007 --- 1 
GSA Guide lo Financial Services and Procedures Transition Period and Beyond 
for the Office of Former President --
Telecommunications Procurement ACT# S13315054 
Occupancy Agreement between GSA and Former 

Order Number B1193ME0169 Xerox Co~ration 

President's Office _, 
MOU between GSA and Office of Fonner -- I Dated December 1992 
President 
Region 07 GSA Easy Reference Guide on W ho to I Contact for Services 
Former Presidents: Office and Security Costs and IGA0-:01·983- Bill Early email dtd 02126102 

I Other Information 
H.R.31~ --1 06th Congress 1 ~t Session I 

Fax of Proposed Office Space for Former Manhattan, New Yoril" Dated 0211612001 
President Clinton -Memorandum for Heads or Services and Staff From Thurman Davis, Sr., Deputy GSA Dated 10110/2000 
Offices Administrator -- --

_From June Huber, Coordinator, Presidential l Dated 02127/2001 Letter to Bernice Brosius, Accounting Director, 
Office of Finance ·support Team ---
Transition Notes and GSA Order Subject: Presidential Transition Dated 01f27/1997 
Memorandum to Gay McKenzie, Deputy Director, ( rem Mike Larrivee, Contracting Officer Dated 1212211992 
Real Estate Division 
Memorandum for William Stanton, Director, From Dennis Schroff, Director, FSS and Staff Dated 1212311992 
Accounting Systems Division and Others Accounting 

Memorandum to Nancy Potter, Acting Director of l From Arlene Schley, Acting Regional Dated 0511311993 -- - -
Budget Administrator 
Former President Bush Fund 106 Guidance /Information f and Legal Issues Prepared by GSA Budget Division 

Notebook -FY03 Formulation 
I 

Fund 1 06 FY93 • FY03 Budget Formulation & I Information Notebook Former President Bush 
Fund 106 FY93 • FY03 Budget Formulation & FY02 Formulation 

I Information Notebook Former President Bush ' Fund 106 FY93 • FYOJ Budget Formulation & FYOQ-FY01 Formulation i I Information Notebook Former President Bush 
Fund 106 FY93 • FY03 Budget Formulation & FY99-FYOO Formulation I I Information Notebook Former President Bush 
Fund 106 FY93 • FY03 Budget Formulation & FY98 Budget Formulation I I Information Notebook Former President Bush 
Fund 106-FY93- FY03 Budget Formulation & FY97 Budget Formulation I Information Notebook Former President Bush 
Fund 106 FY93- FY03 Budget Formulation & FY97 Allowance Call i Information Notebook Former President Bush -- --Fund 106 FY93- FY03 Budget Formulation & FY96 Allowance Call I 

[ Information Notebook Former President Bush I 
Fund 106 FY93- FY03 Budget Formulation & 

-
!Congressional Justifications FY98-FY93 : 

I 

Information Notebook Former President Bush I 
Fund 106 FY93- FY03 Budget Formulation & Executive Orders FY93-- l I Information Notebook Former President Bush I --FY03 Fund 106 Former President Bush Salaries and Benefits PAR Notebook I 
FY03 Fund 106 Former President Bush Allowance I Status of Funds I Logs by OB iN EAR ~September OJ I - ~pts I FMIS Rpts ---FY02 Fund 106 Former President Bush - Reconciled Costs by Obj~lass -- 02119/2002 I 
FY02 Fundl 06 Former President Bush - ·~redit Card 1,9gs -- ! 
FY02 Fund 106 Former President Bush Mise Vouchers _Melinda Lamoreaux I 

FY02 Fund 106F ormer Presldenteush r ----- - ---IT Purchase --FY02 Fund 106 Former President Bush ---.Invoices !Skyte-1-
FY02 Fund 106 Former President Bush =- 1 Mary_Sage Memo_s __ -- I 

--- - Obligating Documents i I 

I I 
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Description Additional Reference I DescrlpUo!!. Notes 

FY02 Fund 106 Former 
President Bush _ Postage 

FY02 Fund 106 Former 
President Bush • Space Rental 

--~ 

FY02 Fund 106 Former 
President Bush Telecommunicatioms 

" 
FY02 Fund 106 Former 
President Bush Transmittals 

FY02 Fund 106 Former 
President Bush Travel 

FY02 Fund 106 Former 
President Bush Xerox 

FY02 Rrst Lady Johnson NEAR system Status of Funds 

FY03 FP Bush Memos From Mary Sag~ 

FY03 FP Bush Obl!gating Documents 

FY03FPBush .§l'ace Rental 

FY03FP Bush Telecommunicatioms ---
FY03 FP Bush Transmittals 

FY01 FP Bush GAO Audit Dated 05/07/01 

FY04/FY05 FP Bush 41 _Space Rental 

FY05 Bush 41 Credit Card Logs 

FY05 Bush 41 Fed Ex 

FY09 Bush41 Presidential Transition Budget Request Funding Transition History 

FY09 Bush41 Presidential Transition Budget Request Space Transition History 

FY09 Bush41 Presidential Traf!!ilion Budget Request Memorandums of Understandings 

FY09 Bush41 Presidential Transition~uqg~t Request Waiver Transition History 

FY09 Bush41 Re uests for Purchasin of Goods and Services Presidential Transition Purchases 
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Descrfp-'U'-'o-'n __ 

FYOS FP Bush 41 

FY06 FP Bush 41 

FY06 FP Bush 41 

FY06 FP Bush 41 

FY06 FP Bush 41 

FY06 FP Bush 41 

FY06 FP Bush 41 

FY07 FP Bush 41 

FY07 FP Bush 41 

FY07 FP Bush 41 

FY07 FP Bush 41 

FY07 FP Bush 41 -----
FYOB FP Bush 41 

FY09 FP Bush 41 

FY93 FP Bush 41 

FY93 FP Bush 41 
FY93 FP Bush 41 

FY93 FP Bush 41 

FY93 FP Bush 41 

FY93 FP Bush 41 

FY93 FP Bush 41 

FY93 FP Bush 41 

Additional Reference I Description Notes 

Notice from Mary Sage re IMPAC VISA Charges Through December 2005 

Notice from Mary Sage re IMPAC VISA Charges Through March 2006 

Notice from Mary Sage re IMPAC VISA Charg!!.!_ Through Aygust 2006 

Notice from Mary Sage re IMPAC VISA Charges Through September 2006 - --~-

Notice from Mary Sage re IMPAC VISA Charges Through October 2006 

Notice from ~ary Sage re IMPAC VI~A Charges Through November 2006 

I Notice from Mary Sage re IMPAC VISA Charges Through December 2006 

Nolice from Mary Sage re IMPAC VISA Charges ,Through April2007 

Nolice from Mary Sage re IMPAC VISA Charges 1Thro1J9h May 2007 

Notice from Mary Sage re IMPAC VISA Charges Throug'-'-h=-Ju:::.n:..;;ec..=2""0=-07=------

Nolice from Mary Sage re IMPAC VISA Charg~ Throygh SepJember ~Q.Q7 

_Noll~ from Mary Sage re IMPAC VISA Charges Through November 2007 

Notice from Mary Sage re IMPAC VISA Charges Through June 2008 

Copies of Timesheets from Julie Jensen in HR Dated 05104/09 
Accounting Handbook for the Office of Fonner 
President George Bush GSA Office of Finance 

Fiscal Year 1993 Year-End Closing Procedures _GSA, Office of Finance, External SeiVk:es Branch 
14A35 Former President -Busii- General 
14A35 Operating Budget-Fund 106 Former 
President Bush B/A 10 

ACT labels- Former President Bush Fund 106 

14A35 Transition of Former President Bush-
General 

Telecommunication Services- Former President's 
Fund ·106 

FY93 FP Bush 41 

Documents Processed by ACT Number- Former I 
Presidents Fund 106 ~ 

- -r=-Sa.::..cl.::..cary Projections - Former Presidents Fund- 106 

FY93 FP Bush 41 

FY93 FP Bush 41 

FY93 FP Bush 41 

FY93 FP Bush 41 

FY93 FP Bush 41 

FY93 FP Bush 41 

FY93 FP Bush 41 

!Personnel Actions-Transition of Former President 
_Bush 

1
14A35 Budget Call-Fund 106 Former President 
Bush 

I 
1Travei-Fund 106-0ffiCe of Former President Bush 
Transition of Former President Bush-Salary 
Information & Projections 

Personnel Actions·Fonner President Bush 

14A35 Operating Budget·Fund 108 Transition of 
Former President BIA 10 

Telecommunication Services- Former President's 
Fund -108 



Description 

Pf93 FP Bush 41 
FY93 FP Bush 41 
ffi3 FP Bush 41 

1 Additional Reference I Description 

Postage - Former President George Bush 
Postage - Former President George Bush 

+ACT Numbers- Presidential Transition Fund 

Notes IINVOICESIVENDOR/ 
Additional Notes 

j 

-
108 I 

~~~===-~~--~~--~~~~~~~~~~-- --~-----
FY93 FP Bush 41 Former President Bush· General Information I 
FY93 FP Bush 41 Travei-Tiii\Siiion Fund 108-0ffice of Former f 

President Bush 
FY93 FP Bush 41 Miscellaneous Transition Papers ·Purchase Orders for multiple vendors Chas. P. Young Co. 

FY93 FP Bush 41 -Miscellaneous Transition Papers Purchase Orders for multiple vendors Compaq Computers 

FY93 FP Bush 41 · Miscellaneous Transition Papers Purchase Orders for multiple vendors Datatech, Inc 

FY93 FP Bush 41 Miscellaneous Transition Papers Purchase Orders for multiple vendors FedEx 

FY93 FP Bush 41 

FY93 FP Bush 41 

FY93 FP Bush 41 

FY93 FP Bush 41 

FY93 FP Bush 41 

FY93 FP Bush 41 

FY93 FP Bush 41 

FY93 FP Bush 41 

FY93 FP Bush 41 

FY93 FP Bush 41 

FY93 FP Bush 41 

FY93 FP Bush 41 

FY93 FP Bush 41 

FP Bush41 

FP Bush41 

FP Bush41 

FP Bush 41 

FP Bush 41 

FP Bush 41 

FP Bush 41 

FP Bush41 

FP Bush 41 

FP Bush 41 

FP Bush 41 

---
Miscellaneous Transition Papers 

Miscellaneous Transition Papers 

Purchase Orders for multiple vendors Hartwells Office 
World 

Purchase Orders for multiple vendors Han Industries 

Purchase Orders for multiple vendors International Autopen Miscellaneous Transition Papers 

--1---
Miscellaneous Transition Papers 

- ---=-----:---::,.-,.---, --:--- J --
__ P_u_rchase Orders for multiple vendors I Lexmark 

Miscellaneous Transition Papers 

Miscellaneous Transition Papers 

Miscellaneous Transition Papers 

Mi scellaneous Transition Papers 

Miscellaneous Transition Papers 

Miscellaneous Transition Papers 

Miscellaneous Transition Papers 

Miscellaneous Transition Papers 

Miscellaneous Transition Papers 

Former Presidents' Fund 1 06 Notebook 
prepared by GSA Budget Div 
Former Presidents' Fund 1 06 Notebook 
prepared by GSA Budget Div 
Former Presidents' Fund 1 06 Notebook 
prepared by GSA Budget Div 
F ormer Presidents' Fun d 1 06 Notebook 
prepared by GSA Budget Div 

- Former Presidents' Fund 1 06 Notebook 
prepared by GSA Budget Div 

---Former Presidents' Fund 106 Notebook 
prepared by GSA Budget Div 

- Former Presidents' Fund 1 06 Notebook 
prepared by GSA Budget Div 

-Former Presidents' Fun d 1 06 Notebook 
prepared by GSA Budg'-'-e.;_t D_i:-;v~--=---~:­
Letter from Office Manager Mary Sage with 
~pies 

Letter from Office Manager Mary Sage with 
~pies _ _ 
Letter from Office Manager Mary Sage with 
copies 

Purchase Orders for multiple vendors New England 

Purchase Orders for multiple vendors 
Telephone 
Southwestern Bell 

"Purchase Orders for multiple vendors Southwood Furniture 
Co 

Purchase Orders for multiple vendors Steecase, Inc 

Purchase Orders for multiple vendors UPS 

Purchase Orders for multiple vendors USA Today 

Purchase Orders for multiple vendors US News & World 
Report 

Purchase Orders for multiple vendors Waner Cable 

I. ~tisc Vouchers and Travel Costs for 
staff 
Fiscal Year Status Reports 

i Fiscal Year Status Reports 

' Fiscal Year StatuSReports 

Fiscal Year Status Reports 
I 

Fiscal Year Status Reports 

jFIScal Year Status Reports 

Fiscal Year Status Reports 

Fiscal Year Status Reports 

Copy of Log Visa, Feci Ex charges and 
Invoices Paid 

-----.-:::--
Copy of Log Visa, FedEx charges and 
Invoices Paid 

Fund 106, 
September 1993 
Fund 106, 
~pt=.mber 1994 _ 
Fund 106, 
September 1995 
Fund 106, 
September 1996 
Fund 106, 
September 1997 _ 
Fund 106, 
September 1998 
Fund1o6:' -
September 1999 
Fund 106, 
September 2000 
I November 2008 

December 2008 

Copy of Log Visa, Feel Ex charges and ~January 2009 
Invoices Paid 
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FP Bush 41 Letter from Office Manager Mary Sage with 
__ copies 

FP Bush 41 Letter from Office Manager Mary Sage with 

FP Bush 41 

-FP Bush 41 

FP Bush41 

FP Bush 41 

copies 
--- Letter from Office Manager Mary Sage with -

copies 
Letter from Office Manager Mary Sage with 
copies 
Letter from Office Manager Mary Sage ~ 
copies 

---~ Lett~r from Office Manager Mary Sage with 
cop1es 

Presidential Transitions Presidential Transition 2008 
Presidential Transitions Presidential Transition & Inaugural 
E_residential Transitions ~genda Dr~ 
Presidential Transitions Draft GSA Outgoing Presidential Transition 

Budget 

Copy of Log Visa, FedEx charges and 
Invoices Paid 

'Copy of Log Visa, Fed Ex charges and 
Invoices Paid 
Copy of Log Visa, FedEx charges and 
Invoices Paid 
Copy of Log Visa, Fed Ex charges and 
Invoices Paid 
Copy of Log Visa, FedEx charges and 
Invoices Paid 
Copy of Log Visa, FedEx charges and 
Invoices Paid 

-

1 February 2009 

'March 2009 

-
jApril2009 

---May2009 

---
June 2009 

July 2009 

Players "Dance Card" __ June 2008 _ 
Steering Committee Meeting January 2008 __ 
Presidential Transition - --- January 1993 
Reg7 B-udget Office -- December 2008 

-Presidential Transitions Outgoing Transition 
Presidential Transitions Questions and Answers material regarding 

transition 

, Sharepoint email 
-~Mise email 

2008 --1 January 2001 

Presidential Transitions Questions and Answers material regarding 
transition 

Presidential Transitions Questions and Answers material regarding 
!transition 

Memorandum from counsel 

Memorandum from Human Capital 
'Officer 

-- ----
January 2001 

-
September 2008 

Presidential Transitions Quesu'"="o::..;n.;..s_a_n_d:-A:-n- s-wers material regarding 
transition 

- -

Preside_n_t-ia-1 T- ransit-io-ns- Questions and Answers material regarding 
transition 

Presidential Transitions Questions and Answers material regarding­
transition 

Letter from Vice-President Cheif of 
Staff 
Designatfons of A-uthority 

T1 FY09 Review 

February 2008 

1988-2000 

FY09 Reserve 
!Analysis, CO Budget, 
Managers' Budget 

..,._ ______ -- - -Presidential Transitions Checklist for Vacating Office Space during a 
Presidential Transition 

Presidential Transitions Checklist for Reai Estate Services 
Presidential Transitions Checklist fur IT Services 
Presidential Transitions Purchase Order -------
Presidential Transitions Purchase Order 
Presidential Tran21tions ~Checklist for Fleet Vehicle Support Services 
Presidential Transitions Checklist for Fumture - - - -
Presidential Transitions Checklist for Office Su~P-Iies 
Presidential Transitions MOU between GSA and Office of Former 

President 
Presidential Transitions Sherry Lane Place Contractor Rules and 

Regulations 
Presidential Transitions Memorandum from GSA Chief Financial Office 

Presidential Transitions Purchase Procedures for the Former President's 
. Office 

Presidential Transitions ·Presidential Transition Office Staff Travel SOP 

Presidential Transitions GSA Directive 

Presidential Transitions I Presidential Transition Act of 1963 
Presidential Transitions Allowances and Office Staff for Former 

Presidents 
Presidential Transitions CRS Report for Congress 
Pr esidential Transitions ~President's Travel -
Presidential Transitions Requests for Purchasing Goods and Services 

' Presidential Transitions Presidential Staff PAR Reports 
FP Bush 43 'Fed Ex Docs 

I 
i 

I 

Brook Furniture Rental 
Distinctive Stationary 

I -I . 
I 
-Janu,!.ry 2009 --

-
!'PQ!.2009 -
- ----

I 
I ----------
I 
l 

-------~----

-, 
ADM 1080.1C Presidential Transition 'Expires 08/08/2017 

Public Law 88-277 
,.----- I 

Fiscal Year 2009 Budget Request 

Presidential Transition 
GSA Forms 87 

I 
i 

Fepruary 11, 2008 
2009 

-2008 

2009 
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President A~ditional Reference I Description INVOICESNENDOR/Addltional Notes 

FP Bush 41 8H25B-24-1-6-1 FYOO Obligating Documents .!_st Qtr. AT&T Invoices 

FP Bush 41 18H25B-24-1-6-2 FYOO Obligating Documents 2nd Qtr. AT&T Invoices 

FP Bush 41 jaH25B-24-1-6-3 FYOO Obligating Documents 3rd Qtr. AT&T Invoices 

FP Bush 41 18H25B-24-1-6-4 FYO.Q Obligating Documents 4th Otr. !AT&T Invoices ---- --I 

FP Bush 41 8H25B-24-1-2 FYOO Travel 

FP Bush 41 8H25B-24-1-1 FY01 General I 

FP Bush 41 8H25B-24-1-1 FY01 Phones 1 
FP Bush 41 8H25B-24-1-5 FY01 Allowances 

FP Bush 41 8H25B-24-1-12 FY01 Credit Cards --

FP Bush 41 8H25B-24-1-11 FY01 Telecommunications 

FP Bush 41 8H25B-24-1-2 FY01 Travel 

FP Bush 41 8H25B-24-1-3 FY01 Salary 

FP Bush 41 B~h lnvento_ry List 

FP Bush 41 j 8H25B-24-9 FY01 Space Rental ---

FP Bush 41 8H25B-24-1-10 FY01 Postage --
FP Bush 41 !.8H25B-24-1-6-1 FY01 Obligating Documents 1st Qtr. 

FP Bush 41 ,8H25B-24-1-6-3 FYQ1 ObHgating Documents 3rd Qtr. I_ 
FP Bush 41 8H25B-24-1-7-1 FY01 Transmittals All Qtr. I 

I 
N/A MOU between GSA and Office of President Elect 1992 

FP Clinton j8H25B-24-3 Lease Information & Mise Emails 1999 
T 

FP Bush 41 Southwestern Bell Internet Information FY01 
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President Description Additional Notes 

fP Bush 43 ~tebook Outgoing Presidential Transition Tab 1 Primary Outgoing Transitio~Team listing 

FP Bush 43 ,Notebook 9ut9Qing Presidential Transition Tab 2 Outgoi!\9 Transition Team listing- GS]I 

FP Bush 43 1Notebook OutSJQing Presidential Transition 
I 
,Tab 3 OutgQing Transition Team listing- Staff_ 

~· ---
FP Bush 43 Notebook Outgoing Presidential Transition Tab 4 Berkshire Out!}(?lng Transition Team listing 

FP Bush 43 1Notebook Ou1golng Presidential Transition _Tab 5 Jackson Place Outgoing Transition Team Listing 

FP Bush 43 ! Notebook Outgoing p residential Transition 
I 
I Tab 6 VP-Mclean outgoing Transition Team listi~----

FP Bush 43 I Notebook Outgoing Presidential Transition --- - -~-
.Tab 7~~ition~l !:,_isting!_ 

~ush 43 1Notebook Outgoing Presidential Transition --- 1.Tab 8 Delegallons of Authority 

FP Bush 43 1Notebook Outgo_i!!g~identlal Transition 
I 
1TabSMOUs ----- -

FP Bush 43 1Notebook Outgoing Presidential Transition !Tab 10 Meetl!\9~gel'lda's!Ustings/Wesl Wing Tour list 

FP Bush 43 1Notebook Ou1going Presidential Transition 1Tab 11 Limited Acquisition Plans 

FP Bush 43 1Notebook Outgoing Presidential Transition I Tab 12 Occu~ncy~greemenl 
FP Bush 43 1Notebook Outgoing Presidential Transition !Tab 13 Presidential Transition of Ronald Reag~ --
FP Bush 43 1Notebook Out~i£19 Presidential Transition Tab 14 ChacklisVTimelines/O&A 

FP Bush 43 1Notebook Outgoltlg Presidential Transition Tab 15 Letter from Jim Williams 

FP Bush 43 JNotebook Outgoing PreSidential Transition lrab 16 Restoration of Annual Leave Letter 

FP Bush 43 !Notebook Outgoing Presidential Transition lrab 17 Presidential Act of 2000 ----- --
FP Bush 43 INotebook Outgoing Presidential Transition !Tab 18 GSA Directive-AOM 1080.1C Presidential Transition 

FP Bush 43 !Notebook Outgoioo Presidential Transition !Tab 19 Miscellaneus 

FP Bush 43 !Notebook Outgoi!'19 Presidential Transition 1sugget ~R!Qval Documents SherryfTravei/Overall Costs 

FP Bush 43 1Notebook Outgoi119 Presidential Transition -f BuQI)et ~I)I'Oval Documents Jackson Place and All V_P AP.P.!.~~ 
FP Bush 43 1!'!9tebook Outgoing Presidential Transition Bu~et ~~val Documents Berkshire . 

FP R~an I Notebook Presidential Transition of Ronald Reagan 11989 

FP Bush 41 I AcT Labels __ !Fund 106 FY96 

FP Bush 41 lsudget Call106 h 96 

FP Bush 41 !General Corres~ndence FY96 

FP Bush 41 114A50 Obligating Documents by ACT# __ I 1st Otr. Fund 106 FY96 

FP Bus~14A50 Obligatil'lg Documents by ACT# 2nd Otr. Fund 106 FY96 --
FP Bush 41 114A35 O!)erating Budget Fund 106 FY96 

I 
FP Bush 41 9C4 Policy and Precident Files IFY96 

FP Bush 41 l t4A50 Transmittals 
I 
t1st0tr. Fund 106 FY96 

FP Bush ~;~ 14A50 Transmittals l2flC! Olr. f und 106 FY96 

FP Bush 41l ; 1 825-8 Budg~t Submlssit?.'!_ IFY97 

FP Bush 41 h 1 825-6 Obligating Documents - PIX 1~97 
FP Bush 41 !11 825-6 Obligating Documents . 14th Otr FY97 

FPBush41 111B25·10Postage IFY97 
' FP Bush 41 11 825·9 SP.ace Rental FY97 

FP Bush 11 625·11 Telecommunications - IFY97 - --
I -1 



Box 12 

President 

FP Bush 41 

FP Bush 41 

FP Bush 41 

FP Bush 41 

FP Bush 41 

FP Bush 41 

FP Bush 41 

FP Bush 41 

FP Bush 41 

FP Bush 41 

FP Bush 41 

FP Bush 41 

FP Bush 41 

FP Bush 41 

FP Bush 41 

IFP Bush 41 

FP Bush 41 

tP Bush 41 

FP Bush 41 

FP Bush 41 

FP Bush 41 

Description 

11 B2S.17 Transmittals 

11B25-7a Transmittals 

ACT Labels 

8H25B-27 -5 Allowance 

8H25B-27-8 Budget Submission 

8H25B-27 -12 Credil Card 

8H25B-27·1 General Documents 

8H25B-27-6-1 Obligating Documents S81298954-S85426489 

8H25B-27-6-2 Obligating Documents 

8H25B-7-6-3 Obligating Documents 

8H258-27-6-4 Obligating Documents 

8H258-27-4 Personnel 

8H25B-27-1Q Postage 

8H25B-27 -3 Salary 

8H25B-27 ·9 Space Rental 

laH258-27-2 Travel 

8H25B-27-11 Telecommunications 

8H258-27-7-1 Transmittals 

8H25B-27-7-2 Transmittals 

8H25B-27·7-3 Transmittals 

8H25B-27-7-4 Transmittals 

First Lady Johnson 8H25B-24-2Centralized Charges for Allowances 

First Lad Johnson Posta e 

Additional Notes 

1st and 2nd Otr. FY97 

3rd and 4th Otr. FY97 

FY98/ FY99 

FY99 

FY99 

FY99 

FY99 

1st Otr. FY99 

2nd Qtr. FY99 

3rd Otr. FY99 

4th Qtr. FY99 

FY99 

FY99 

FY99 

FY99 

FY99 

1FY99 

1st Otr. FY99 

2nd Qtr. FY99 

3rd Otr. FY99 

4th Qtr. FY99 

FYOO 

FYOO 



Box 13 

President Description Additional Notes 

FP Bush 41 8H25B-24-1 -5 Allowance FYOO 

FP Bush 41 8H25B-24·1·12 Credit Card FYOO 

FP Bush 41 8H25B-24·1·1 General Documents FYOO ------
FP Bush 41 8H258-24-1-4 Personnel FYOO 

FP Bush 41 8H25B-24-1·10 Postage FYOO 

FP Bush 41 8H25B-24-1-3 Salary FYOO 

FP Bush 41 8H258-24-9 Space Rental FYOO 

FP Bush 41 Status Reports I VAT Pulls FYOO 

FP Bush 41 8H25B-24-1-7-1 Transmittals 1st Qtr. FYOO 

FP Bush 41 8H258-24-1-7-2 Transmittals 2nd Otr. FYOO 

FP Bush 41 8H25B-24-1-7 -3 Transmittals 3rd Otr. FYOO 

FP Bush 41 8H258-24-1-7-4 Transmittals 4th Qtr. FYOO 

FP Bush 41 11 B25-8 Budget Submission FY98 

FP Bush 41 11825-1 General Documents FY98 

FP Bush 41 11825-6 Obligating Documents· PIX FY98 

FP Bush 41 11 B25-6 Obligating Documen~ S6900737 4-S69008043 1st Qtr. FY98 

FP Bush 41 11 B25-6 Obligating Documents S69008056-S69008690 2nd Qtr. FY98 

FP Bush 41 11825-6 Obligating Documents S69008700-S81298352 3rd Otr. FY98 - -

FP Bush 41 11 B25-6 Obligating Documents 4th Qtr. FY98 

FP Bush 41 11825-4 Personnel FY98 

FP Bush 41 11 B25-1 0 Postage FY98 

t 
FP Bush 41 11 B25-3 Salary FY98 

FP Bush41 11 B25-9 Sr!ace Rental FY98 

FP Bush 41 _11825-10 Telecommunications FY98 
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President Description Additional Notes 

FPBush41 11825-7 TransmiHals 1st Otr. FY98 
4 

EP Bush 41 11825-7 Transmittals 2nd QlrFY98 

FP Bush 41 11 825-7 TransmiHals 3rd Otr. FY98 

FP Bush 41 11825-7 Transmittals 4th Otr. FY98 

FP Bush 41 11825-2 Travel FY98 - -
FP Bush 41 !'!<!!ebook Fonner President • Fund 1_96 • ~unds Status R~~rts FY95 thu FY99 

FP Bush41 Notebook • Emails related to end~ 5 year per!._C>Q_Iease FY96 and FY97 

FP Bush 41 Notebook • InventorY of Equi~ment FY92 and FY93 

FP Bush41 ,14A50 Obligating Qocuments by ACT#. Fund 106. 551349422-551349707 3rd Qtr. FY96 

FP Bush 41 14A50 O~ligating Documents by ACT#· Fund 106 • S51349956-S569ti8413 4th Qtr. FY96 r;g-; -
FP Bush 41 14ASO Personnel Actions. Fund 106 

FP Bush41 ,14A50 Postage· Fund 106 FY96 

FP Bush41 114A50 Printing· Fund 106 FY96 

FP Bush41 14A50 Salary Projections· Fund 106 FY96 

FP Bush41 r 14A50 Telecommunications· Fund 106 FY96 

FP Bush 41 114A50 Transmittals· Fund 106 3rd Qtr. FY96 

FP Bush41 114A50 Transmittals • Fund 106 4th Otr. FY96 

FP Bush41 14A50 Travel • Fund 106 FY96 



Box 15 

President Description Additional Notes 

FP Bush 41 11 B25 Presidential Case Files - Transition Notes FY97 

FP Bush 41 ACTS Labels- Fund 106 FY97 

FP Bush 41 11 825-5 Allowance FY97 

FP Bush 41 11 825-1 General Documents FY97 

FP Bush 41 11 B25-6 Obligating Documents S56968277-S56968798 1st Otr. FY97 

FP Bush 41 11825-6 Obligating Documents $56~8808-$63294413 2nd Qtr. FY97 

FP Bush 41 11825.:_6 Ob_!!gating Documents S63294426-S63294963 3rd Qtr. FY97 

FP Bush 41 11825-4 Personnel FY97 

FP Bush 41 11825-3 Salary FY97 ---
FP Bush 41 11825·2 Travel FY97 



Box 16 

President Description 
----------------------------~--~ 

FP Bush 41 1994 Budget Files 



Box17 

President 
I ~ 

FP Bush 41 

Description 
I 

-
1995 Budget Files 



Box 18 

President --

FP Bush 41 

FP Bush 41 and FP 43 

FP Bush 41 and FP 43 

Description 

2008-2010 Notes & Expenses 

Budget Notes FY1 0 L ----
VISA and FEDEX Expenses 2005 - 2007 

1 
T 



 

 

269.5 Civilian Board of Contract Appeals Program Records 

 

This group describes program records accumulated by the Civilian Board of Contract Appeals (Board).  

These records are created as a result of hearing, considering, and determining appeals from decisions by 

contracting officers and other types of cases within the jurisdiction of the Board.  This group does not apply 

to records retained in offices of Contracting Officers. 

 

RECORD 

SYMBOL 

DESCRIPTION OF RECORD AUTHORIZED 

DISPOSITION 

011 

Appeals Case Files.  Case files concerning appeals from 

contracting officer final decisions arising under the 

Contract Disputes Act, 41 U.S.C. §§ 7101-7109; disputes 

between insurance companies and the Department of 

Agriculture’s Risk Management Agency involving actions 

of the Federal Crop Insurance Corporation under 7 U.S.C. 

§ 1501 et seq.; cases arising under the Indian Self-

Determination Act, 25 U.S.C. § 450 et seq.; and 

applications by prevailing private parties for recovery of 

litigation costs under the Equal Access to Justice Act, 5 

U.S.C. § 504. 

 

Appeals case files consist of those documents that constitute 

the record upon which any decision of the Board is based, 

including notices of appeal, exhibits, complaints, answers, 

motions and other pleadings, orders, correspondence with 

and between the parties, transcripts of hearings, and 

anything else the Board may designate.   

 

Temporary.  Cut off following 

disposition of case.  Destroy 5 

years after cutoff. 

 

021 
Claims Case Files.  Case files concerning claims by 

Federal civilian employees under 31 U.S.C. § 3702 for 

reimbursement of official temporary duty travel or in 

connection with relocation to a new duty station; advance 

decisions on related matters under 31 U.S.C. § 3529; and 

claims by carriers or freight forwarders under 31 U.S.C. 

§ 3726(i)(1) involving actions of the GSA regarding 

payment for transportation services and similar matters. 

 

Claims case files consist of copies of those documents that 

constitute the record upon which any decision of the Board 

is based, including exhibits, pleadings, orders, 

correspondence with and between the parties, and anything 

else the Board may designate.   

 

Temporary.  Cut off 

following disposition of 

case.  Destroy 5 years after 

cutoff. 



 

 

 

031 
 

Alternative Dispute Resolution Case Materials.  Case 

materials concerning alternative dispute resolution (ADR) 

activities of the Board.  ADR includes mediation and 

arbitration in both binding and non-binding procedures as 

elected by the parties to the particular dispute.  ADR is 

conducted by the Board under the provisions of the Contract 

Disputes Act at 41 USC § 7103, and the Administrative 

Dispute Resolution Act of 1990 (ADR Act), as amended, 

5 U.S.C. § 571 et seq. 

 

ADR case materials consist of all documents created by the 

Board or submitted to it in connection with an ADR 

proceeding and may include ADR agreements, settlement 

agreements, exhibits, pleadings, position papers, orders, 

correspondence with and between the parties, and anything 

else the Board may designate. 

 

Temporary.  Cut off 

following conclusion of ADR 

activity; destroy immediately. 

 

NOTE: If ADR is related to 

pending case at the Board, all 

ADR materials are kept 

separate from the case files 

and destroyed immediately at 

the completion of the ADR 

pursuant to confidentiality 

requirements for dispute 

resolution communications 

under the ADR Act, 5 U.S.C. 

§ 571 et seq. 
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GUIDE TO  

WASHINGTON NATIONAL RECORDS CENTER 
SERVICES 

 
 

 
This guide describes the major services and programs of the Washington National Records Center 
(WNRC), administered by the National Archives and Records Administration (NARA).  
See http://www.archives.gov/frc/index.html for additional information.  
 
ABOUT WNRC 
 
Background   
 
The National Archives and Records Administration (NARA) operates a system of regional records 
services facilities, including the Washington National Records Center (WNRC), for the economical 
storage of and services for noncurrent records of Federal agencies, pending disposition of the records in 
the National Archives of the United States or other disposition authorized by law.  Noncurrent records 
are records that are no longer required for daily business.  The authorization for this  
Government-wide program is 44 U.S.C. 2903, 2907, and 3103.   
 
The mission of NARA’s regional facilities system is to assist agencies in the efficient management of 
their records.  NARA’s records storage facilities save space and money.  Five times as many records per 
square foot can be stored in NARA’s storage space as in the equivalent agency office space.  Contact 
the account representative for your agency at http://www.archives.gov/frc/acct-reps.html for 
information about the cost of storage. 
 
WNRC General Information   
 

Area Served:  District of Columbia, Maryland, Virginia, West Virginia, and armed forces 
worldwide, except records of the Federal courts of Maryland, Virginia, and West Virginia 

   
Hours of Operation:  8 a.m. to 4:30 p.m., Eastern Time 

 
Mailing Address:   Washington National Records Center 

                                             4205 Suitland Road  
                                             Suitland, MD 20746-8001 
 

Internet:  http://www.archives.gov/dc-metro/suitland/ 
 

E-mail Address:  suitland.center@nara.gov 
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WNRC Organization 
 
The following are the WNRC units with which Federal agency personnel may have contact:   

        
Office of the Director.  Overall WNRC direction and policy matters.   
Telephone 301-778-1600. 

   
Transfer and Disposition (T&D) Branch. 
Technical matters relating to disposition and processing of Standard Form 135.   
Telephone 301-778-1650.  Fax 301-778-1553. 

 
Control Section.  Pickup of incoming transfers (accessions) throughout the Washington  
metropolitan area.  Telephone 301-778-1550.   

 
Reference Services Branch.  Reference on records, including retrieval, refiling, and  
interfiling.  Telephone 301-778-1510.  Fax 301-778-1501. 

 
Workshops 
 
The WNRC regularly offers a free 3-hour workshop entitled "Using Washington National Records 
Center Services.”  Contact the T&D Branch for details at 301-778-1650 or suitland.center@nara.gov. 
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PREPARING RECORDS FOR TRANSFER TO THE WNRC 
   
The WNRC will accept textual records and non-textual records such as microforms and audiovisual 
records.  Microforms must follow the film and image requirements specified in 36 CFR 1230.  
Audiovisual records must follow the requirements specified in 36 CFR 1228.266.  Electronic records 
must follow the requirements specified in 36 CFR 1228.270.  
 
The WNRC will accept temporary and permanent paper-based records and records on non-paper media 
such as microfilm and Mylar.  The WNRC will accept for storage temporary records on other non-paper 
media such as audio cassettes, VHS tapes, CDs and DVDs.  Some non-paper based media may not be 
suitable for storage in WNRC.   
 
Do not routinely mix non paper-based records with paper records.  The WNRC will accept for storage 
some mixed media short-term temporary records, but because mixed media records cannot be recycled 
without screening, the records center will apply additional charges at the time of disposal.  Describe the 
non-paper media on the Standard Form 135.  Failure to do so may result in improper storage for the 
media. 
 
Sort your records: 
 
1. Remove all non-record material (U.S. Government-owned informational materials excluded from the 
legal definition as specified in 44 USC 3301 or not meeting the requirements of that definition) and 
extra copies of records from official files. 
 
2. Identify and separate your records into series by the series title and number from your records 
schedule.  Each item or subordinate item in your records schedule represents a series.   
 
3. Order the records by closing or cutoff year and the particular numerical, alphabetical, chronological, 
or other identifiable sequence for that series. 
 
4. Note the inclusive or cutoff dates of the records in that transfer. One transfer may contain multiple 
years of records in one series. 
 
5. Transfer each series separately.  Each transfer must be at least one standard records box or other 
standard container.  Loose papers or files will not be accepted.   

 
Records Not Accepted for Transfer to the WNRC 

 
The WNRC will not accept for storage permanent or unscheduled electronic media or 
contaminated records.  For transfer of permanent electronic records to the National Archives, 
contact Margaret Adams at Margaret.adams@nara.gov or 301-837-1474. 

 
Packing the Records 

   
Agencies are required to use the approved boxes listed below.  Use the proper size box when 
packing records.  For legal- and letter-size material, use standard-size boxes.  Use half-size or 
other boxes only for microfilm, index cards, or other odd-size material.  Contact the WNRC for 
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assistance in selecting the proper container for odd-size material.  For instruction on assembling 
the standard-size box, see Figure 1, FRC Box Assembly Instructions, p. 16. 

 
Pack the boxes as if they were file drawers.  They should be in the same order in which they are 
maintained in active files.  Place letter-size records in the box with labels facing the numbered 
end opposite the stapled end.  Place legal-size records in the box so that the labels face the left 
of the box as you face the numbered end.  Leave at least 1 inch of space in each box for 
working the files (more if interfiles will be added later).  Leave all guides and tabs in the 
records if they will help WNRC personnel service the records. 

   
Do not over-pack the boxes.  Never add additional material on the bottom, side, or top of the 
records in the box.  All documents must be in labeled folders.  Include no loose documents or 
ring binders.  Each box must be at least 3/4 full. 

 
Required Material for Records Transfer and Reference 

 
The following materials can be obtained from the General Services Administration (GSA).  
Contact GSA on 1-800-525-8027 or www.gsaadvantage.gov using the keywords or NSN  
numbers to order. 

  
Standard-size record box for legal- or letter-size files: 
14 3/4" X 12" X 9 1/2"  NSN 8115-00-117-8249 

 
Special-purpose boxes:    
Half-size box   
14 3/4" X 9 1/2" X 4 7/8"  NSN 8115-00-117-8338          
Magnetic tape box  
14 3/4" X 11 3/4" X 11 3/4"    NSN 8115-00-117-8347         (Lock bottom) 
Microfiche box  
14 3/4" X 6 1/2" X 4 1/2"        (Special Order - GSA)   
Microfiche box (archival)   
14 3/4" X 6 1/2" X 5”  (Local Purchase – GSA) 
X-ray box    
18" X 15" X 5 1/2"  NSN 8115-00-290-3386   

 
Other materials:    
Filament tape                   NSN 7510-00-159-4450 
Standard Form 135              NSN 7540-00-634-4093 
Standard Form 135-A            NSN 7540-00-823-7952  
Felt-tip marker                NSN 7520-00-973-1059   
Optional Form 11               NSN 7540-00-682-6423   
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Preparing Standard Form 135  
 
Send a completed Standard Form (SF) 135, Records Transmittal and Receipt, to the WNRC for 
approval before shipping records.  These forms are used for control purposes.  A separate SF 135 is 
required for each series of temporary, permanent, or unscheduled records.  You may send the SF 135 
by mail, by FAX, or as an e-mail attachment.  You can obtain an electronic version of the SF 135 
at http://www.archives.gov/frc/forms/ . You may send electronic box and folder title lists as a separate 
attachment.  The WNRC will accept electronic SFs 135 without original signatures.  See Figure 2, 
Sample SF 135, p. 17. 
 
 SF 135 Item Instructions 
 

For instructions on completing the SF 135, see the reverse side of the form or 
at http://www.archives.gov/frc/forms/sf-135-general-instructions.html .   
 
Note especially the following: 

 
Item 3 (Agency Contact):  Provide the name, email address, and commercial telephone 
number, including area code, of the person to contact concerning the records. 
 
Item 4 (Records Center Receipt):  This item is reserved for WNRC use. 

 
Item 5 (From):  Give the transferring office's complete mailing address.  The Customer 

 Reference Number may also be entered at the top of item 5. 
 

Item 6(a)-6(c) (Accession Number): The transfer (accession) number (6c)  is assigned by ARCIS when 
WNRC enters the SF 135 into ARCIS.  The agency should only fill out 6(a) and 6(b). 

 
Item 6(d) (Volume):  A standard-size box equals 1 cubic foot, and a half-size box equals 1/2 cubic foot. 
 A full letter-size file drawer is approximately 1.5 cubic feet; a full legal-size file drawer is 
approximately 2 cubic feet.  If the records do not fit in a standard records center box, leave this column 
blank and add the dimensions of the container to item 6(f). 

 
Item 6(f) (Series Description): For scheduled records include the series title, the closing date or 
inclusive dates of the records, and the organizational component that created the records when it is 
other than that shown in item 5.   
 
For unscheduled records, the NARA website describes the additional information WNRC requires.  
See http://www.archives.gov/frc/unscheduled-records-faqs.html. 
  
For all records, you must indicate in this section if the records are subject to the Privacy Act. You must 
include the appropriate codes for all non-paper based media from the list below. 

 
Do not routinely mix non paper-based records in the same transfer (accession) with paper records.  The 
WNRC will accept mixed media short-term temporary records only.  Describe the non-paper media in 
this item, using the correct nontextual codes.  Because mixed media records cannot be recycled without 
screening, the records center will apply additional charges at the time of disposal. 
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Special description requirements for certain records: 

 
Agencies that have requested stratified billing.  Include the billing code at the beginning of the 
series description. 

 
Site Audit Records.  State "GAO Site Audit" if the records have been so designated by the 
General Accounting Office and state whether the site audit records do or do not pertain to  
American Indians. 

 
Nontextual Records.  Descriptions of nontextual records must include the nontextual code.  
See the following list of codes. 

 
CODES DESCRIPTION 

 
ARF  ARTIFACTS (INCLUDE MUSEUM ITEMS) 
AVM  AUDIOVISUAL MATERIAL 
BND  BOUND VOLUMES 
DRA  ARCHITECTURAL AND ENGINEERING DRAWINGS 
EDD  ELECTRONIC DATA PROCESSING, FLEXIBLE DISKS 
EDH  ELECTRONIC DATA PROCESSING, HARD DISKS 
EDO  ELECTRONIC DATA PROCESSING, OPTICAL DIGITAL DATA DISKS 
EDP  ELECTRONIC DATA PROCESSING, UNSPECIFIED 
EDT  ELECTRONIC DATA PROCESSING, MAGNETIC TAPE 
EIR  ELECTRONIC IMAGING RECORDS 
FDN  MICROFICHE, DIAZO NEGATIVE 
FDP  MICROFICHE, DIAZO POSITIVE 
FON  MICROFICHE, OTHER NEGATIVE 
FSN  MICROFICHE, SILVER HALIDE NEGATIVE 
FSP  MICROFICHE, SILVER HALIDE POSITIVE 
FUN  MICROFICHE 
FVN  MICROFICHE, VESICULAR NEGATIVE 
FVP  MICROFICHE, VESICULAR POSITIVE 
GRA  GRAPHIC ARTS 
MAP  MAP 
MBN  MOTION PICTURE FILM, BLACK-AND-WHITE NEGATIVE 
MBP  MOTION PICTURE FILM, BLACK-AND-WHITE POSITIVE 
MCN  MOTION PICTURE FILM, COLOR NEGATIVE 
MCP  MOTION PICTURE FILM, COLOR POSITIVE 
MDN  MICROFILM, DIAZO NEGATIVE 
MDP  MICROFILM, DIAZO POSITIVE 
MIC  MICROFILM, UNSPECIFIED 
MON  MICROFILM, OTHER NEGATIVE 
MOP  MICROFILM, OTHER POSITIVE 
MPF  MOTION PICTURE FILM, UNSPECIFIED 
MSN  MICROFILM, SILVER HALIDE NEGATIVE 
MSP  MICROFILM, SILVER HALIDE POSITIVE 
MVN  MICROFILM, VESICULAR NEGATIVE 
MVP  MICROFILM, VESICULAR POSITIVE 
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MYL  MYLAR SHEETS 
PBN  PHOTOGRAPHS, BLACK-AND-WHITE NEGATIVE 
PBO  PHOTOGRAPHS, BLACK-AND-WHITE OTHER 
PBP  PHOTOGRAPHS, BLACK-AND-WHITE PRINTS 
PCN  PHOTOGRAPHS, COLOR NEGATIVES 
PCO  PHOTOGRAPHS, COLOR OTHER 
PCP  PHOTOGRAPHS, COLOR PRINTS 
PHA  PHOTOGRAPHS, AERIAL 
PHO  PHOTOGRAPHS, UNSPECIFIED 
PRM  PRINTED MATERIAL 
SEI  SEISMOGRAMS 
SRC  SOUND RECORDINGS, TAPE CASSETTE 
SRD  SOUND RECORDINGS, DISC 
SRE  SOUND RECORDINGS, 8-TRACK CARTRIDGE 
SRF  SOUND RECORDINGS, 45 RPM 
SRL  SOUND RECORDINGS, LP 
SRO  SOUND RECORDINGS, OTHER 
SRT  SOUND RECORDINGS, OPEN TAPE (REEL TO REEL) 
SRU  SOUND RECORDINGS, UNSPECIFIED 
TEX  TEXTUAL 
TRN  TRANSPARENCIES 
VDB  VIDEO RECORDINGS, BETA FORMAT TAPE CASSETTE 
VDP  VIDEO RECORDINGS, "PROFESSIONAL" TAPE CASSETTE 
VDV  VIDEO RECORDINGS, VHS FORMAT TAPE CASSETTE 
VID  VIDEO RECORDINGS, UNSPECIFIED 
XRA  X RAYS 

 
Records Transmitted for Permanent, Sampled, or Unscheduled Retention.  For these 
records the SF 135 must be accompanied by a detailed folder title listing for each box.  
See Figures 3-1 and 3-2, Sample Box and Folder Listing for Permanent Records, pp. 19-
20.  You may also use section 6(f) of the SF 135 if space permits.   

 
Permanent Microforms.  The detailed folder title listing in item 6(f) must include 
information identifying the agency and organization; the title of the records; the number or 
identifier for each unit of film; the security classification, if any; and the inclusive dates, 
names, or other data identifying the records.  Any finding aids relevant to the microforms 
that are not contained in the microforms, as well as the inspection log forms and 
inspection reports, must be attached to the SF 135.  See 36 CFR 1230.26(c). 
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Item 6(g) (Restriction): Complete this section using one of the following codes. Code "P" should 
be used for unclassified Privacy Act system records.  Use the codes C, S, and T only for 
documents pertaining to National Security Information.  Do not use these codes for information of 
a proprietary nature.  Add “RD” to classified materials to designate Restricted Data (RD) or 
Formerly Restricted Data (FRD).  Explain any special restrictions, such as additional national 
security classifications, in item 6(f) if necessary.  Use "A" if the records are sensitive AND you are 
requesting vault-type storage at an additional storage fee.  Use "NA" if none of the above apply. 
 
Item 6(h) (Disposal Authority): Cite the records schedule title or alphanumeric designation 
and the series item designation for each transfer (accession).  Cite the appropriate General 
Records Schedule 6 item for accountable officers' records.   

 
Item 6(i) (Disposal Date): Compute the disposition date using instructions in your records 
schedule.  See Figure 9, Computing Disposition Dates, p. 27, for examples. 

 
Disposable Records.  Because disposal is accomplished in quarterly cycles (January, 
April, July, and October), you need to advance the date to the beginning of the next 
calendar quarter (for example, 1/2006, 4/2006, 7/2006, 10/2006) to obtain the actual 
date of disposal. 

 
Permanent Records.  Permanent records are  transferred to NARA on an annual basis. 
 No month is shown in the disposition date field.  Advance the disposition date to the 
following calendar year.  Place a "P"  or  “PERM” after the transfer year. 

 
 
Submitting Standard Form 135 
 
Before forwarding the SF 135 to the WNRC, ensure that the form and any box and folder title list 
contain no classified or privacy act information, as SF 135’s are public documents. 
 
Mail or fax (301-778-1553) two copies of the SF 135 to the WNRC.  If you submit your SF 135 
electronically, you may send one copy only by e-mail to suitland.transfer@nara.gov.  However the SF 
135 is submitted, you must include detailed box and folder title listings for permanent, sampled, or 
unscheduled records.  Hold one copy of the SF 135 for your suspense file.  WNRC staff will review 
your SF 135 for completeness and accuracy.  If acceptable, the WNRC will return one copy of the SF 
135 within 5 working days, authorizing shipment of the transfer (accession).  SFs135 submitted by mail 
or fax will be mailed back to the address listed in section 5.  Notification of approval for those 
submitted by email will be returned by email. 
  
Place the returned copy of the SF 135 in the last box of the transfer (accession) before the records are 
sent to the WNRC.  If the boxes or other containers are tightly sealed, place this shipment copy in an 
envelope taped to the outside of the last container.  We suggest that you also place a copy of the box 
and folder title listing in box 1 for all types of records. 
 
After the records are received and shelved, the WNRC will return the “box” copy of the SF 135 to you 
as a receipt annotated as "Shelved." 
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Shipping Records to WNRC 
 

Numbering Boxes for Shipment   
 

After you receive the approved SF 135 from the WNRC, write the transfer (accession) number 
and the box number in the designated blocks on each records box.  For boxes without the 
printed blocks, write the transfer (accession) number in the upper left corner and the agency 
box number in the upper right corner of each box.  Begin with box number 1, and include the 
total number of boxes in the transfer (accession), such as “1/10,” “2/10,” and so forth.   
 
Transfer (accession) numbers and box numbers must be at least 1 inch high and written 
directly onto the box with a permanent black ink felt-tip marker.  It is acceptable to 
shorten the four digit fiscal year to two digits in order to fit the designated blocks printed on the 
boxes. 
   
All boxes must be securely taped, except those transported by the WNRC Pick-up  
Service.  When sent commercially or by mail, the boxes must be sealed with filament tape.  
Do not write on the sealing tape.  Do not place tape over the transfer (accession) or box  
numbers. 

  
Shipment of Records 

   
Agencies must arrange for the shipment of their records within 90 days after receipt of the  
approved SF 135, or 120 days for overseas installations.  If the transfer cannot be made within 
this time, promptly advise the Transfer and Disposition Branch.  Unexplained delays of more 
than 90 days (120 days overseas) may result in the WNRC canceling the transfer (accession) 
number.  The agency will then be required to resubmit the paperwork, obtain approval for the 
shipment, and renumber the containers with a new transfer (accession) number.   
 
WNRC Pick-up Service 
Within the Washington, DC, area, WNRC trucks can pick up and deliver most shipments of 24 
boxes or more.  For questions about pickup service by the WNRC, call the Control Unit at 301-
778-1550.  For this type of shipment, tops of boxes need only be tucked rather than taped.  The 
WNRC can furnish skids (low wooden platforms mounted on wheels) and skid jacks.  See 
Figure 4-1, Example of Properly Loaded Skid, p. 21, for the recommended stacking order of 
boxes on skids.  The agency must load the skids; this service is not provided by the truck 
driver.  Note that the boxes are loaded so that the last box is at the top left front position on the 
skid.   

 
Mail and Parcel Services 
Agencies may send their records by mail (US Postal Service), United Parcel Service (UPS) or 
Federal Express (FedEx).  For shipments of less than 24 boxes, agencies will find it most 
economical to mail them to the WNRC or ship them via UPS or FedEx.  A UPS or FedEx 
shipment has the advantage of automatic registration and traceability of each box.  For larger 
shipments, agencies should consider shipping by common carrier or mailing their records in 
postal or bulk-mail containers.  
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Common Carriers 
Agencies using commercial carriers should ask the carrier about the freight rate for “old” office 
records.  In addition, give the following commodity description on the bill of lading: "Records, 
office, old, in boxes, securely protected against opening in transit."  Boxes shipped by common 
carrier should be loaded on pallets (portable platforms without wheels).  See Figure 4-2, 
Example of Properly Loaded Pallet, p. 22, for the recommended stacking order of boxes on the 
pallet.  Load them in numerical sequence so that the first box to be unloaded at the WNRC will 
be the last box and others will follow in reverse numerical order.  Do not tape over the transfer 
(accession) number or the agency box numbers.  For shipments of 50 or more boxes, call the 
WNRC to schedule a shipping date and instruct commercial carriers to contact the WNRC 24 
hours before delivery.  This instruction must be noted on the bill of lading.  
 
  

The WNRC does not accept shipments that are improperly marked, taped, or packed, or out of 
numerical order.  The WNRC does not accept shipments that do not match the approved SF 135 
for that transfer.  The agency shipping the records, and not the WNRC, has the responsibility to 
pay for all original shipments as well as any additional freight charges required to return 
deficient shipments to the agency. 
 
 
Shipping Addresses 
 
 Non-classified materials should be shipped to: 
 

Washington National Records Center 
              4205 Suitland Road  
                       Suitland, MD 20746-8001 
   Phone contact for: 

WNRC Pick-up Service and Common Carrier:  301-778-1550 
    US Postal Service, FedEx, and UPS:  301-778-1560 
 

National Security Classified Information should be shipped using appropriate procedures to: 
 

  Washington National Records Center/NARA 
  Room G050-Stack 1 
  4205 Suitland Road 
  Suitland MD  20746-8001 
   Phone contact:  301-778-1595 
 
  Department of Energy SSIMS code 0603 
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Requesting Reference Services 
 

Authorized Requestors 
 
Each agency must submit an Authorized Requester Form listing all personnel who will be 
retrieving records from the WNRC.  The form must be signed by the agency records  
officer and the security officer (for classified records).  See Figure 6, Authorized Requester 
Form, p. 24, for an example. 

 
 Submitting Requests:  ARCIS or OF 11 
 

Reference requests may be submitted by mail, fax, delivery service, or electronically.  ARCIS 
(Archives Records Center Information System) allows agencies to submit their requests 
electronically.  ARCIS is the most efficient way to request records from the WNRC.  For 
additional information regarding ARCIS, please contact the help desk at 314-801-9300 or 
arcishelp@nara.gov. 

  
Agencies may also use Optional Form 11 (OF 11) to request records.  Fax this form to the  
Request Section on 301-778-1561, or mail or deliver it to the WNRC Reference Services 
Branch--Request Section.  When completing an OF 11, agencies must furnish: 

-the transfer (accession) number, 
-agency box number, 
-the nature of service (permanent withdrawal of records, temporary loan to the             

 agency, review of records at the WNRC Reading Room, or other), and  
-the requester’s name, agency, and telephone number. 
-For pick-ups or reviews include the date and time the records are needed.  
-For items to be mailed include the requester’s full mailing address. 

See Figure 5, Sample OF 11, p. 23, for a completed example.  Agencies need only submit one 
copy of the completed OF 11.  WNRC will enter all OF 11's into ARCIS to convert them into 
ARCIS reference requests.  Photocopies of OF 11’s are acceptable.  Agencies may retain the 
pink middle copy or a photocopy as a suspense copy. 
 
Permanent Withdrawal 
 
If the request is to permanently withdraw boxes, send one OF 11 for each continuous group of 
boxes requested.  Records that are permanently withdrawn cannot be returned to the 
WNRC under the original transfer (accession) number.  They may be re-submitted as a 
new transfer (accession) in new records boxes.  Contact the Transfer and Disposition Branch at 
301-778-1650 for questions regarding re-submission. 
 
Reference Availability 
 
Reference requests are filled within 24 hours (i.e. one full business day) of receipt of a properly 
completed ARCIS request or OF 11.  Emergency requests requiring immediate pick-up may be 
called into the emergency request line at 301-778-1520 or faxed to the request section on 301-
778-1561.  Please indicate “urgent” on the OF 11. 
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Records Disposition 
   
Agencies are notified of the pending disposition of records with either NA Form 13001 or an SF 258. 
 

Scheduled Disposal 
 
NA Form 13001, Disposition Notification Report, is mailed 90 days before the  
scheduled destruction date.  The WNRC will only destroy eligible Federal records with the 
written concurrence of the agency having legal custody of the records (36 CFR 1228.170(b)).  
Justification for continued retention must be submitted in writing, indicating the specific need 
(audit, legal, or other pertinent issues) and the estimated duration of the continued retention of 
the records.  See Figure 7, Sample NA Form 13001, p. 25, for an example.   

 
 Review of Contingent Disposal 
 

NA Form 13001, Disposition Notification Report, is mailed once a year for contingent 
disposal.  The responsible agency officer must sign and return the form, indicating approval of 
the disposal before the records can be destroyed.  If the records cannot be destroyed, the form 
should be signed, dated, and returned, indicating a new review date.  See Figure 7, Sample NA 
Form 13001, p. 25, for a sample. 

   
Transfer of Permanent Records 
 
When permanent records stored at the WNRC are scheduled for transfer into the National 
Archives, a partially completed Standard Form 258, Agreement to Transfer Records to the 
National Archives of the United States, is forwarded to the agency for signature.  The SF 258 
documents the change in legal custody of the records and states the terms of the transfer.  See 
Figure 9, Sample SF 258, p. 26.  
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Information about Agency Records at WNRC 
 
 The “01 Report” 
 

Summary information on holdings at all Federal Records Centers by record group is available 
on the Accession Number Master List, also known as the “01 Report.”  This can be sent out on 
a monthly, quarterly or yearly basis. For information about obtaining this report, contact your 
Account Representative.  
 
Excel Spreadsheet Version 
 
Summary information on holdings at WNRC only is also available to the agency upon request 
in Microsoft Excel spreadsheet format, which allows more flexibility in using the data.  Contact 
the Transfer & Disposition Branch at suitland.transfer@ nara.gov or call 310-778-1650. 
 
 
 
 
 

 
 
 



ASSEMBLY INSTRUCTIONS 

STEP 1. Square up box on its side, 
and fold 11ap A inside. 

STEP 3. Lift Oap A to vertical position, 
then lift and fold extensions of Oap B 
up against end walls of box. 

STEP 5. Fold all flaps in 
(small flaps first, large flaps last). 

Figure I. FRC Box Assembly Instructions 
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STEP 2. Fold extensions over on Oap B, 
and fold to closed position. 

STEP 4. Lower flap A to bottom of box. 
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RECORDS TRANSMITTAL AND RECEIPT Complete and send original and one copy of this form to the appropriate Federal Records 
Center for approval prior to shipment of records.  See specific instructions on reverse. 

PAGE 
1 

OF 
      PAGES 

(Complete the address for the records center serving your area as shown in 36 CFR 
1228.150.) 

5  FROM  (Enter the name and complete mailing address of the office retiring the records.  The 
signed receipt of this form will be sent to this address.) 

Washington National Records Center 

1 TO 
 

 

4205 Suitland Road
Suitland, MD  20746-8001 
      

 
 
 

 
 
 
Customer Reference Number 

 
2 AGENCY 

TRANSFER 
AUTHOR- 
IZATION 

TRANSFERRING AGENCY OFFICIAL (signature and title) 
Records Officer Name and Commercial Phone Number 
Records Officer E-mail Address Recommended  
                                              

DATE 
Date 
Signed      
 

3 
AGENCY 

CONTACT 

TRANSFERRING AGENCY LIAISON OFFICIAL (Name, office and telephone No) 
Files Custodian Name, Title and Commercial Phone Number 
Files Custodian E-mail Address Recommended  

 

AGENCY 
MAJOR SUBDIVISION 
MINOR SUBDIVISION 
MAILING ADDRESS 
CITY,  STATE    ZIP CODE 

 
 
 
 
 

4 RECORDS 
CENTER 
RECEIPT 

RECORDS RECEIVED BY (Signature and Title) 
 [Leave blank for Records Center Staff Use]         
 

DATE 
[Leave blank] 
      

 
 

 
 

 
 

Fold Line 
6 RECORDS DATA 
ACCESSION NUMBER COMPLETED BY RECORDS CENTER 

 
RG 
 

 
FY 

 

 
NUMBER 

 

VOLU
ME 

(cu. ft.) 
 

AGENCY 
BOX 

NUMBER
S 
 

SERIES DESCRIPTION 
(with inclusive dates of records) 

 R
E

S
TR

IC
-

TI
O

N
 

DISPOSAL 
AUTHORITY 

(schedule and item 
number) 

DISPOSAL 
DATE LOCATION 

S
H

E
LF

 
P

LA
N

 
C

O
N

T.
T

Y
P

E
 

A
U

TO
. 

D
IS

P
. 

(a) (b) (c) (d) (e) (f) (g) (h) (i) (j) (k) (l) (m) 

 
### 

 
## 
   

 
####   
   

 
    8     

 
  1-8 

      
General Accounting Ledgers 
 
Closed FY 2004 

  
N
A 

 
GRS 7, item 2 

 
01/2011 

 
[Leave 
sections 6j, 
k, l & m 
blank] 

        

NSN 7540-00-634-4093 135-107 Standard Form 135 (Rev. 7-85) Facs 
Prescribed by NARA 

36 CFR 1228.152 

 



RECORDS TRANSMITTAL AND RECEIPT Complete and send original and one copy of this form to the appropriate Federal Records 
Center for approval prior to shipment of records.  See specific instructions on reverse. 

PAGE 
1 

OF 
      PAGES 

(Complete the address for the records center serving your area as shown in 36 CFR 
1228.150.) 

5  FROM  (Enter the name and complete mailing address of the office retiring the records.  The 
signed receipt of this form will be sent to this address.) 

Washington National Records Center 

1 TO 
 

 

4205 Suitland Road
Suitland, MD  20746-8001 
      

 
 
 

 
 
 
 

 
2 AGENCY 

TRANSFER 
AUTHOR- 
IZATION 

TRANSFERRING AGENCY OFFICIAL (signature and title) 
 
Stephen Pollard, Records Officer (202) 720-3359 
                                              

DATE 
 
2/8/99 
 

3 
AGENCY 

CONTACT 

TRANSFERRING AGENCY LIAISON OFFICIAL (Name, office and telephone No) 
 
Jeanne Rector, ARS, AFM, AITD (301) 344-0301  

 

U.S. Department of Agriculture 
Agricultural Research Service 
AFM-AID-IAB 
Room 1446 - south 
14th & Independence Avenue, SW 
Washington DC 20250 

 
 
 
 
 

4 RECORDS 
CENTER 
RECEIPT 

RECORDS RECEIVED BY (Signature and Title) 
 [Leave blank for Records Center Staff Use]         
 

DATE 
[Leave blank] 
      

 
 

 
 

 
 

Fold Line 
6 RECORDS DATA 
ACCESSION NUMBER COMPLETED BY RECORDS CENTER 

 
RG 
 

 
FY 

 

 
NUMBER 

 

VOLU
ME 

(cu. ft.) 
 

AGENCY 
BOX 

NUMBER
S 
 

SERIES DESCRIPTION 
(with inclusive dates of records) 

 R
E

S
TR

IC
-

TI
O

N
 

DISPOSAL 
AUTHORITY 

(schedule and item 
number) 

DISPOSAL 
DATE LOCATION 

S
H

E
LF

 
P

LA
N

 
C

O
N

T.
T

Y
P

E
 

A
U

TO
. 

D
IS

P
. 

(a) (b) (c) (d) (e) (f) (g) (h) (i) (j) (k) (l) (m) 

 
310 

 
98 

 
0004 

 
    2     

 
  1-2 

      
Agricultural Research Service 
Directives.  Official issuances, 
chanages, checklists, etc., with 
supporting papers documenting the 
important aspects of issuance, such as 
those requiring OGC clearances. 
 
Files closed November 1995 

  
N
A 

 
NC1-310-80-2 
Item 32a1 

 
2011P 

 
[Leave 
sections 6j, 
k, l & m 
blank] 

        

NSN 7540-00-634-4093 135-107 Standard Form 135 (Rev. 7-85) Facs 
Prescribed by NARA 

36 CFR 1228.152 

 



Figure 3-2.  Sample Box and Folder List for Permanent Records 
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Agricultural Research Service 
U.S. Department of Agriculture 

 
Accession 310-98-0004 

 
Flies Closed November 1995 

 
 
Box 1 
 
 AM 100.1  Compliance of ARS with the Animal Welfare Act 
 AM 100.2 Organization Changes 
 AM 100.3 Position Management 
 AM 105.2 Delegations of Authority 
 AM 110.6 ARS International Programs 
 AM 130.3 Human Metabolic Unit 
 AM 130.5 Research Assessment Committee: 
    Pesticide Impact Assessment 
 AM 150.1 Dissemination of Public Information by ARS 
 AM 150.6 Manuscript Clearance Procedures for Publishing in  
    Non-USDA Media 
 AM 150.7 Outside (Non-USDA) Publishing 
 AM 175.2 USDA Alphabetical and Organizational Lists 
 
 
Box 2 
 
 AM 240.6 Pollution Abatement at ARS Facilities 
 AM 252.4 For Official Use Only Material 
 AM 510.5 Program Reports in ARS 
 AM 520.2 Approval of Proposed Projects 
 AM 545 Sponsored Research 
 AM 905 Releasing Plant Germ Plasm 
 AM 910 National Agricultural Pesticide Impact 
    Assessment Program 
 
  

Page 1 of 1 
 



Box 4 of 12 
 
 

Office of the Commissioner 
Internal Revenue Service 

Reading Files 
 
 
 
 January, 1995 
 
 February, 1995 (2 folders) 
 
 March, 1995 
 
 April, 1995 
 
 May, 1995 (3 folders) 
 
 June, 1995 
 
 July, 1995 
 
 August, 1995 
 
 September, 1995 (2 folders) 
 
 October, 1995 
 
 November, 1995 
 
 December, 1995 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Figure 3-3.  Sample Box and Folder List for Permanent Records 
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SKID LOAD DIAGRAM 

INSTRUCTIONS 

1. Load skids with be)( """'""'~" :1. ·on rear (over wheels) bottom, and build the 

rows vertically as shown in the diagram. All boxes should be numbered as shown. 

2. All boxes should face forward (jack hookup point). 

3.Security-classified records should not be on the same skid as unclassified records. 

Nor should refiles be on the same skid with new accessions. 

4. When records are boxecd before skids are available, keep boxes in numerical order 

so they can be loaded on !!kids properly. 

5. Failure to load skids properly will be cause for the Center to refuse the records. 

'4.~~ 
f"IIJ.~' 



ijJ 

'tb 

Box# 
5'0 

EXAMPLE OF PROPERLY 5 TACKED PALLET 

SHOWING AGENCY Box NUMBERS 

1.\'2. '1\ J'i 33 12. 

'if> 'f'i 
Jl '3, 

'1'\ '11l 41 ijO 3'\ 

Jl 

3~ 

3g 

Top View of Top Row Top View of Second Row 

INSTRUCTIONS 

1. Face the boxes as shown in diagram. 

2. Stacking pattern for palletized records is 10 standard records center cartons per row, 5 rows 

per pallet, 50 canons per pallet. Box 50 is In the 'tc p row, and box 1 is in the j,."ltJ~· 

3. Four boxes on each row are placed perpendicular to the rest of the boxes in that row. 

4. Numbered end not facing the front of the pallet should face right. 

5. When records are boxed before pallets are available, keep the boxes in numerical order 

so they can be loaded on pallets properly. 

6. Failure to load pallets properly will be cause for the Center to refuse the records. 

7. Pallets should be banded with steel, plastic, or cord strapping before shipping. 

figure 4-2. Exo~tple of Properly Loaded Pallet 
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REFERENCE REQUESTS - FEDERAL RECORDS CENTERS NOTE: Use a separate form for each request. 

SECTION I - TO BE COMPLETED BY REQUESTING AGENCY 

ACCESSION NO. AGENCY BOX 
NUMBER RECORDS CENTER LOCATION 

XXX-XX-XXXX  2   OF   3 [Leave Blank]  
DESCRIPTION OF RECORD(S) OR INFORMATION REQUESTED 

       [       ] BOX 

  

       [    X   ] FOLDER (include file number and title)    CONTRACT NO.   XXX-XX-XXX 

      NAME                DATE  

REMARKS 

AGENCY MESSENGER WILL PICK UP  
NATURE OF SERVICE             

[        ] 
FURNISH COPY OF RECORD 
(S) ONLY [        ]

PERMANENT 
WITHDRAWAL [    X    ] 

TEMPORARY LOAN OF 
RECORD(S) 

[        ] REVIEW [        ] OTHER (Specify)     
SECTION II - FOR USE BY RECORDS CENTER 

[        ] RECORDS NOT IN CENTER CUSTODY 

REMARKS 

[        ] 
WRONG ACCESSION NUMBER-PLEASE 
RECHECK   

[        ] WRONG BOX NUMBER-PLEASE RECHECK   

[        ] WRONG CENTER LOCATION-PLEASE RECHECK   

[        ] 
ADDITIONAL INFORMATION REQUIRED TO 
IDENTIFY RECORDS REQUESTED   

[        ] 
MISSING (Neither record(s), information nor charge 
card found in container(s) specified)   

[        ] RECORDS DESTROYED   

[        ] 
RECORDS PREVIOUSLY CHARGED OUT TO 
(Name, agency and date): 

DATE SERVICE TIME REQUIRED SEARCHER'S 
INITIALS 

          
SECTION III - TO BE COMPLETED BY REQUESTING AGENCY 

NAME OF REQUESTOR 
FIRST NAME, LAST NAME 

TELEPHONE 
NO. XXX-XXX-
XXXX 

DATE 
XX-XX-XX RECEIPT OF RECORDS 

Requestor please sign, date and return this form, for file 
item(s) listed above, ONLY if the block to the right has 
been checked by the Records Center.  [          ] 

NAME AND 
ADDRESS OF 
AGNECY AGENCY 

MAJOR SUBDIVISION 
MINOR SUBDIVISION 
MAILING ADDRESS 
CITY, STATE, ZIP CODE  

SIGNATURE DATE 

NATIONAL ARCHIVES AND RECORDS ADMINITRATION    OPTIONAL FORM 11 (Rev. 1-03) 
Figure 5.  Sample OF 11                                                              23 



PERSONNEL AUTHORIZED TO REQUEST OR PICK-UP RECORDS FROM THE WASHINGTON NATIONAL RECORDS CENTER

AUTHORIZATIONS EXPIRE AFTER ONE YEAR.  INFORMATION SHOULD BE UPDATED PRIOR TO EXPIRATION.
THIS LIST SUPERCEDES ALL PREVIOUS LISTINGS.  PRIOR SUBMISSIONS WILL BE REMOVED FROM AUTHORIZATION FILE.

INSTRUCTIONS:
For persons au horized to pick-up and/or request UNCLASSIFIED records complete only items 1 through 4 on the first line.
For persons au horized to pick-up and/or request CLASSIFIED records complete items 1-10 (BOTH LINES). Do not write in shaded areas.
For BLOCKS 3 and 4, please write C for classified, U for unclassified, or BOTH for both classified and unclassified.
For BLOCK 10, Security Officer should initial all individuals au horized to pick-up and/or request classified records.

1 - EMPLOYEE NAME  2 - PHONE NUMBER 3 - PICK-UP 4 - REQUEST This form contains Privacy Act information.  The PA
information will remain confidential as required by 
statute.

5 - SSN OR BIRTHDATE 6 - POSITION 7 - LEVEL OF CLEARANCE 8 - DATE OF CLEARANCE 9 - BASIS OF CLEARANCE 10 - INTITAL

1 - EMPLOYEE NAME  2 - PHONE NUMBER 3 - PICK-UP 4 - REQUEST This form contains Privacy Act information.  The PA
information will remain confidential as required by 
statute.

5 - SSN OR BIRTHDATE 6 - POSITION 7 - LEVEL OF CLEARANCE 8 - DATE OF CLEARANCE 9 - BASIS OF CLEARANCE 10 - INTITAL

1 - EMPLOYEE NAME  2 - PHONE NUMBER 3 - PICK-UP 4 - REQUEST This form contains Privacy Act information.  The PA
information will remain confidential as required by 
statute.

5 - SSN OR BIRTHDATE 6 - POSITION 7 - LEVEL OF CLEARANCE 8 - DATE OF CLEARANCE 9 - BASIS OF CLEARANCE 10 - INTITAL

24

1 - EMPLOYEE NAME  2 - PHONE NUMBER 3 - PICK-UP 4 - REQUEST This form contains Privacy Act information.  The PA
information will remain confidential as required by 
statute.

5 - SSN OR BIRTHDATE 6 - POSITION 7 - LEVEL OF CLEARANCE 8 - DATE OF CLEARANCE 9 - BASIS OF CLEARANCE 10 - INTITAL

1 - EMPLOYEE NAME  2 - PHONE NUMBER 3 - PICK-UP 4 - REQUEST This form contains Privacy Act information.  The PA
information will remain confidential as required by 
statute.

5 - SSN OR BIRTHDATE 6 - POSITION 7 - LEVEL OF CLEARANCE 8 - DATE OF CLEARANCE 9 - BASIS OF CLEARANCE 10 - INTITAL

I authorize the individuals identified above to request and/or pick-up records from the Washington National Records Center

***** AGENCY ADDRESS (MUST COMPLETE): *****

Records Officer Signature Telephone Number
(Do not use DSN or Autovon)

Date of Authorization E-mail address

Security Officer Signature Security Officer - Telephone Number Record Group Numbers:
 (Do not use DSN or Autovon)

Figure 6: A
uthorized R

equester Form



Disposition Number : ADN1-172286087

DA Last Name :

Agency Name :

Street Address :

Street Address 2 :

City :

MILLER  DONNA

U.S. Department of Commerce

100 BUREAU DRIVE

ROOM B35

GAITHERSBURG, MD, 20899-3221, USA

Notification Date :

Transfer #: 

Disposition Code :

Disposal Date :

Actual Volume (C.F.) :

Series Description :

Inclusive End Date :

Disposition Authority :

09/23/2009

W167-08-0009

Destroy

01/01/2010

12

SITE AUDIT

09/30/2003

GRSN/6/1A

The transfer listed above is eligible for disposal or is scheduled for disposal contingent on completion of some action or event. See above for
specifics. Please review this transfer to determine if/when the records may be destroyed. If you approve, the records will be destroyed. If you
disapprove, state the reasons for decline and provide a proposed new disposal or review date. check appropriate box below and sign and return this
notice to the FRC listed below. No action will betaken on these records until this form is returned to our office. 

Disposition Approved Disposition Not Approved

Reason(s) For Decline :

Proposed New Disposal Date (mm/dd/yyyy) :

Return To :

 Please act promptly.

FRC - WNRC (Suitland)

4205 SUITLAND ROAD

SUITLAND MD 20746-8001

SIGNATURE TITLE DATE

This is NA Form 13001, Disposal Notification Report, relating to records from your office that are
eligible for disposal, if you approve. You should be aware that records in this records transfer may be
relevant to the tobacco litigation, U.S v Philip Morris, Inc., No. 99-2497 (GK) D.D.C, or to the freeze
on disposal of records related to tobacco. If no such records are present, please sign this form to
provide your concurrence and return.

  

Proposed Containers for Disposal : Begin Box# 1,  End Box# 12

The following records are eligible for disposal. As per 36 CFR 1228.170(b),they will be destroyed only with the approval of the agency having legal
custody of the records.

DISPOSAL NOTIFICATION REPORT

National Archives and Records Administration  NA FORM 13001



 
AGREEMENT TO TRANSFER RECORDS TO 

THE NATIONAL ARCHIVES OF THE UNITED STATES 

 
1. INTERIM CONTROL NO. (NARA Use Only) 

088-10-1-U 
 
 TERMS OF 
 
The records described below and on the attached __1__ page are deposited in the National 
Archives of the United States in accordance with 44 U.S.C. 2107.  The transferring agency 
certifies that any restrictions on the use of these records are in conformance with the 
requirements of 5 U.S.C. 552. 
 
In accordance with 44 U.S.C. 2108, custody of these records becomes the responsibility of the 
Archivist of the United States at the time of transfer of the records.  It is agreed that these 
records will be administered in accordance with the provisions of 44 U.S.C. Chapter 21, 36 
CFR XII, 36 CFR Part 1256, and such other rules and regulations as may be prescribed by the 
Archivist of the United States (The Archivist).  Unless specified and justified below, no 
restrictions of the use of these records will be imposed other than the general and specific  

 
AGREEMENT 
 
restrictions on the use of these records will be imposed other than the general and specific 
restrictions on the use of records in the National Archives of the United States that have been 
published in 36 CFR Part 1256 or in the Guide to the National Archives of the United States.  
The Archivist may destroy, donate, or otherwise dispose of any containers, duplicate copies, 
unused forms, blank stationery, non-archival printed or processed material, or other non-record 
material in any manner authorized by law or regulation.  Without further consent, the Archivist 
may destroy deteriorating or damaged documents after they have copied in a form that retains 
all of the information in the original document.  The Archivist will use the General Records 
Schedule and any applicable records disposition schedule (SF 115) of the transferring agency 
to dispose of non-archival materials contained in this deposit. 

 
2A.  AGENCY APPROVAL 
 
       Signature _______________________________Date______________ 

 
3A.  NARA APPROVAL 
 
      Signature _____________________________ Date _______________ 

 
2B.  NAME, TITLE, MAILING ADDRESS 
Ms. Seung Ja Sinatra 
Department of Health and Human Services 
Food and Drug Administration 
17B24 Parklawn Building 
5600 Fishers Lane 
Rockville, MD 20857-0001 

 
3B.  NAME, TITLE, MAILING ADDRESS 
 
Steven Tilley, Director 
Textual Archives Services Division-NWCT 
8601 Adelphi Road, Room 2600 
College Park, MD  20740 
301-837-3059 

 
   

 

 RECORDS INFORMATION 
 
4A. Unclassified Records  Department of Health and Human Services 

4B.  DATE SPAN OF SERIES  :  See attached list                                                                                                   (Attach any additional description) 
 
5A.  AGENCY OR ESTABLISHMENT     
 
Food and Drug Administration 
 
5B.  AGENCY MAJOR SUBDIVISION            
 
 
5C.  AGENCY MINOR SUBDIVISION 
 

 
9.  PHYSICAL FORMS 
       _X_ Paper Documents                     ___ Posters 
       ___ Paper Publications                    ___ Maps and Charts 
       ___ Microfilm/Microfiche                  ___ Arch/Eng Drawings 
       ___ Electronic Records                    ___ Motion/Sound/Video 
       ___ Photographs                              ___ Other (specify): _________________ 

 
5D.  UNIT THAT CREATED RECORDS     

 
10.  VOLUME:                              CONTAINERS: 
Cu. Mtr.:          Cu.Ft.:      144      Number:                                                  Type:  
 
11. DATE RECORDS ELIGIBLE FOR TRANSFER TO THE ARCHIVES  
As soon as possible   

 
5E.  AGENCY PERSON WITH WHOM TO CONFER ABOUT THE RECORDS 
        Name:       
       Telephone Number:            

 
6.  DISPOSITION AUTHORITY:  
See attached list     

 
12.  ARE RECORDS FULLY AVAILABLE FOR PUBLIC USE? 
 
      ______ YES        ______ NO      (If no, attach limits on use and justification) 

 
7.  IS SECURITY CLASSIFIED INFORMATION PRESENT? 
__X___ NO    ____ YES 
 
LEVEL:      ____ Confidential       ___ Secret       ____Top Secret 
 
SPECIAL MARKINGS:       ____ RD/FRD       _____ SCI       _____ NATO ____ Other 
 
INFORMATION STATUS:       _____ Segregated       _____ Declassified 

 
13.  ARE RECORDS SUBJECT TO THE PRIVACY ACT? 
 
       ______ YES       ______ NO 
 
(If yes, cite Agency System Number and Federal Register volume and page number of 
most recent notice and attach a copy of this notice.)    

 
8.  CURRENT LOCATION OF RECORDS 
     _____ Agency (Complete 8A only) 
     __X__ Federal Records Center (Complete 8B only) 

 
8A.  ADDRESS: 
          
 

 
14.  ATTACHMENTS  
      ___ Agency Manual Excerpt       __X_ Listing of Records Transferred 
      ___ Additional Description          ___ NA Form 14097 or Equivalent 
      ___ Privacy Act Notice               ___ Microform Inspection Report 
      ___ Other (specify):                    ___ SF(s) 135 
             _______________________ 

 
8B.  FRC ACCESSION NUMBER                     CONTAINER NUMBERS               FRC LOCATION 
Washington National Records Center,           See attached list 

Suitland, MD 20746 
 

 NARA PROVIDES 
 
15.  SHIPPING INSTRUCTIONS TO AGENCIES/REMARKS REGARDING DISPOSITION 
 

 

RG 088 
 
16.  RECORDS ACCEPTED INTO THE NATIONAL ARCHIVES OF THE UNITED STATES 
 
       Signature ____________________________________________________   Date _________________________________ 

 
17.  NATIONAL ARCHIVES ACCESSION NO. 

 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION SF 258 (9/95) 
Figure 8.  Sample SF 258                                                                                        26 Prescribed by NARA 36 CFR 1228 



 
 
 

COMPUTING DISPOSITION DATES 
 

Correct disposal/transfer dates are based the agency’s records disposition schedule and Washington 
National Records Center's disposal/transfer cycles. 
 

Fiscal Year               Period Covered 
 

1975 (and prior)     July 1, 1974 - June 30, 1975 
…… …………… 
1976      July 1, 1975 - Sept 30, 1976 
……       …………… 
2002      Oct  1, 2001 - Sept 30, 2002 
 

WNRC Disposal and Transfer Cycles 
 

Disposal Cycles:    January (01)      April (04)   July (07)  October (10) 
Permanent records (P) are transferred to the National Archives annually in January (01). 
 

Disposal Date Calculation Examples 
 
Example 1:  If you have Accountable Officers’ Accounts Records (Site Audit Records) under disposition 
authority GRS 6, item 1a, for accounts closed in FY 2010 (ended September 30, 2010), with a retention 
period of 6 years, 3 months: 
 
          2010                        9 (end of September)               
Add 6 years, 3 months                               
                                                                      2016                      12 months (end of December) 

+      6 years               3 months              

 
Advance disposal date to next WNRC disposal cycle, January of the following year = January 2017. 
 
Example 2:  For same disposition authority, if the latest accounts in the transfer (accession) closed in May, 
2011:  
 
          2011                        5 (end of May)               
Add 6 years, 3 months                               
                                                                      2017                        8 months (end of August) 

+      6 years               3 months              

 
Advance disposition date to next WNRC disposal cycle, October, 2017 = 10/2017. 
 

Computation Examples 
 
Retention Period    Closure Date   Disposal 
from Schedule     of Records   Date 
 
10 Years     FY 2005   10/2015 
10 Years     CY 2010   01/2021 
6 Years 3 Months    FY 2011   01/2018 
15 Years     CY 2008   01/2024 
6 Years      Aug 2009   10/2015 
 
Permanent:             FY 2010   P2036 
          Transfer to NARA 25 years  CY 2010   P2036 
      after last date of records   May 2010   P2036 
 
 
Figure 9.  Computing Disposition Dates                            27 



RECORDS SHIPMENT AND SF 135 EXERCISE 
 

 
1. Should your records center cartons accompany the initial SF 135? 

___________________ 
 
2. What are the two essential pieces of information needed in the Series Description 

(block 6f) of the SF 135? 
 

a) _________________________  b) ________________________ 
 
3. What are the two parts of each Disposal Authority (block 6h)? 
 

a) _________________________ b) ________________________ 
 
4. How many Disposal Authorities can apply to a single transfer of records sent to 

WNRC? ____________ 
 
5. Can the SF 135 be approved if the restriction column is not filled in? 
 _____________________ 
 
6. How many transfers can be listed on a SF 135? _____________ 
 
7. Do permanent series and unscheduled records require a complete content list of 

files for each box to accompany the SF 135?  _______________ 
 
8. What two pieces of information must be on the outside of each box sent to 
 WNRC? 
 

a) _________________________ b) ________________________ 
 
9. If containers other than a standard size record center box must be used, what must 
 be done in advance? 

_________________________________________________________ 
 
10. What must be placed in the last box of each transfer sent to WNRC? 
 

_____________________________     
 

 
 
 
Figure 10.  Records Shipment and SF 135 Exercise 
 

 




